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Section 1
INTRODUCTION
1.

purpose of Guidelines - County Commissioners, as with other

elected officials, come from all walks of life -- businessmen,
farmers, salesmen, insurance agents -- and they usually find
during the first month of office that the demands of decisionmaking, the scope of responsibility, and the administrative regulations imposed by law are much, much greater than they had
anticipated.

And this is particularly true in the area of county

road affairs because of continuing demands for better road service and because it takes a skillful blending of labor, equipment and materials to get the most out of the road dollar.
Therefore, the purpose of these guidelines is to provide new
County Commissioners in Indiana with a basic orientation of
their duties and responsibilities in the management of county
road systems.

The second- and third-term Commissioners may also

find these guidelines a convenient reference to review.
It must be understood of course, that the duties and responsibilities of County Commissioners, as required by law, are
setforth in the Indiana statutes which have been enacted by the
General Assembly over the years since the state constitution
was adopted in 1852.

Because the applicable laws are scattered,

both as to time and subject, throughout the statutes, the new,
as well as the experienced commissioner has difficulty in grasping
a true appreciation of his duties from the legal word alone.
Some of the problem lies in the fact that the duties set forth in
the laws are often defined in such broad, general terms that it
is difficult to relate the duties to specific action steps by
the Commissioner or other County Road Officials.

One other dif-

ficulty lies in the fact that so many laws on administrative
procedure are rigid statements on what the Commissioners or
other County Road Official SHALL DO or SHALL NOT DO.

Besides

acting within the law, what the new Commissioner really needs
and seeks is guidance and counsel on WHAT HE SHOULD DO to achieve
the best results for the conditions at hand.

Therefore, the ob-

jectives in developing the guidelines for county commissioners
has been to provide an orientation for county commissioners that
first, complies with the law, and second, relates the duties
of the commissioner to specific functions involved in the administration of county roads.
COUNTY ROAD MANAGEMENT -- Guidelines for Boards of County
Commissioners presents "guidelines" needed most frequently by
county boards in handling county road matters.

County road of-

ficials should keep in mind that the information is in many instances general in character.

This has been necessary to pro-

vide county boards with sufficient latitude and flexibility in
dealing with the local road problems of their particular county.
It is planned to up-date the guide manual from time to time
and to include additional "guideline" information.

Hopefully, later

editions of the guide manual will include more exhibit material,
examples of model ordinances, and a listing of legal references
for each section of the manual.

Section 2
BOARDS OF COUNTY COMMISSIONERS AND THEIR i"UNCTIONS

1.

General - The county board is the governing body of the

county, as authorized by the General Assembly, and consists of
three county commissioners, one

co~missioner

each of three county election districts.

being elected from

The office of county

corrunissioner is actually one of the oldest offices in local
county government in Indiana, dating back through Territorial
t.imes.

While ·the office of commissioner is not a constitutional

office, the General Assembly established a board of county commissioners with broad, administrative powers, immedia·tely following the adoption of the new state constitution in 1852.

2.

Pow~rs

and Authority - In many instances, boards of county

commissioners have been delegated broad, discretionary authority
in the performance of their duties; however, county boards have
9nly such powers and authority as expressly conferred (or implied)
by the Constitution or by the statutes enacted by the Legislature.

It is also important to note that the powers and authority

must be exercised by the county board and not by an individual
melnber; also that the county board qualifies as a corporation
and is thus a continuous body, even though the makeup of the
membership changes.

3.

Election of

Con~issioners

- In Indiana, county commissioners

are elected from each of three separate election districts, commonly termed

"co~rnissioner

districts".

Canidates for the office

z
must be qualified electors and must resiae in the district that
is open for election; also commissioners must be elected by a
majority vote of the entire county.

Thus, county commissioners,

both as individuals and as a Board, should be responsive to the
needs and problems of the ENTIRE COUNTY rather than to particular
districts or geographic areas.

*

*

*

* *

*

*

* *

*

*

*

*

*

*

*

*

*

*

*

*

Special legislation provides exceptions for Lake, Marion and
St. Joseph Counties. The "Uni-Gov" legislation consolidating
Marion County and Indianapolis city Governments provides that
the elected County Assessor, the elected County Auditor and the
elected County Treasurer shall serve as the Board of County Commissioners for Marion County. County Commissioners in Lake and
st. Joseph Counties are elected from single-member districts.

*
4.

*

*

*

*

*

*

Term of Office:

(4)-year terms.

*

*

*

*

*

* * * * * *

*

* *

County Commissioners are elected for four

Two (2) commissioners are elected in presidential

election years, and two (2) years following one

(1) commissioner

is elected. Thus, the number of commissioners elected alternates
from two (2) being elected, then one (1) being elected, in successive general elections.

5.

Vacancies in Office of Commissioner - If for some reason a

vacancy occurs on the board, through death, resignation or change
of residence outside the county, the vacancy is filled by a special
election by the precinct committeeman of the same political party
as the commissioner vacating the office.

6.

(IC 3-2-9)

Salary and Allowances - The compensation for county commis-

sioner along with all other elected county officials in Indiana,
is established by the County Officials Salaries Act

(IC 17-3-72).

3

This statute sets out thirteen classes of counties in the state
on the basis of a "unit factor" system.

The classification of

each county is based on the county's population and gross assessed
valuation in relation to that of the entire state.
The classification of the county determines the minimum
salary to be paid in that county to the elected county officials.
However the statutes assign the power and authority to increase
these minimum salaries to the County Council.
minimum salaries.

The schedule of

The county classification and the 1978 County

Commissioners salaries is included at the end of this section.
Elected county officials, are allowed mileage for travel
in the performance of their official duties, in such total amounts
as appropriated by the county council, with the rate per mile
of travel the same as for state officials.

It should be also

noted that per diem and travel allowances for tasks performed
outside regular meetings, may only be paid where a statute specifically provides for such allowances, such as for attending
the annual road school conducted at Purdue University (and also
providing that an approved appropriation exists).

7.

Official Meetings and Record of Proceedings - Boards of

County Commissioners ordinarily can act only when convened in
legal session.

In each county, the Boards of County Commissioners

are required by statute to meet in regular sessions the first
Monday of each month for the purpose of transacting official
business within the jurisdiction of the Board.

In many of the

larger counties, official meetings of the County Board are held

more frequently.
The original statute, setting meetings for County Boards,
was framed to meet the needs of the 1850's and therefore limited
the transaction of normal county business to the "regular session" on the first Iv:1onday of each month.

In order to comply with

the requirements of the statute and at the same time handle the
increasing amount of county business, it has been common practice
for County Boards to designate the meeting held on the first
Monday of each month as the "regular session" and all other
meetings as "adjourned sessions" from the preceding regular
meeting.
Special sessions of the Board of County Commissioners may
be called by the County Auditor whenever the public interests
require it.

It must be noted that special sessions are called

solely at the discretion of the County Auditor and that the Board
lacks the power to convene itself in special sessions.

The Board

of Commissioners are limited at the special meetings to transacting the business specified in the call issued by the County
Auditor; however, a County Board convened in either regular or
special session may adjourn or take a recess on a day to day
basis until its business is finished.
Official meetings of the Boards of County Commissioners
are normally held in the Commissioner Court of the county courthouse, or if this be inconvenient, in the office of the County
Auditor, or in other such buildings as they see fit.
meetings must be open to the pl.1.blic.

All official

A maj ori ty of the Board of

County Commissioners constitute a quorum for the transaction of

-------------~-~-.--------.------
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business; therefore, at least two commissioners must be in attendance for an official meeting to be legally convened.
Official meetings of the County Boa.rd must a.lso include the
County Auditor who is required to keep a record of the proceedings
and the Sheriff or his deputy for the purpose of executing the
orders of the Board.

At the discretion of the Board of County

Commissioners, the official meetings also customarily include
the County Attorney, the County Highway Engineer or Supervisor
and other aides to render advice and counsel to the Board.

It

should be emphasized, however, that while the County Board may
seek the advice and counsel of professional specialists, the
official powers and authority of the Board involving judgement
and discretion may not be delegated.

Therefore, the Board must

make and stand by its own official decisions and actions.
At the start of each year, County Boards are required to
adopt official rules of business for the ensuing year.

This

customarily includes the selection of a board chairman and adoption of rules of procedure related to the conduct of official
meetings and business affairs.
Boards of County Commissioners are also required to keep
a record of their proceedings.

In a legal sense, County Boards

can act and speak only through the minutes of their proceedings.
The minutes or record of proceedings are kept by the County Auditor since he is designated by statute as the Clerk to the Board
of County Commissioners.

In the keeping of the official meeting

minutes of the Board, the following items of information should
be set forth;

-----------------------------------~----------------------------------------------

(a)

Date of Meeting

(b)

Place of I4eeting if not in Commissioners Court

(c)

Time Meeting Convened

(d)

Commissioners Present

(e)

County Officials Present at a major portion of meeting
such as County Attorney or County Highway Engineer

(f)

All Items of Business Presented to Board along with
the Official Action of the Board

(g)

Time Meeting Adjourned

The record of proceedings, books, accounts, vouchers and
other documents dealing with the business or property of the
state must be carefully kept by the County Auditor and open to
public inspection.

In keeping a record of the meetings it is

not necessary to include a long recital of trivial details; the
important items are:

the names of persons, the request or propo-

sition presented, and the action taken by the Board.

Also, rou-

tine administrative duties of the Board need not be made a matter of record; however, if a statute requires that an ordinance
be read on two separate days, the record must show that it was
so read.
The record of proceedings for each official meeting are
customarily signed by the County Commissioners and should have
·the Board of Commissioners seal affixed and be attested by the
County Auditor in order to be binding.

It should be noted, how-

ever, ·that the Board, and only the Board, can amend the record,
either on its own motion or on application to the Board.

7
8.

Functions Relating to County Roads - The Boards of County

Commissioners in Indiana have a wide range of authority and responsibility in the administration of county roads.

The following

is a brief outline summary of the principal functions of County
Boards relating to this area of responsibility:
(a)

Management and maintenance of county buildings and
and grounds.-- This includes the courthouse, county
hospitals, library, jails, highway garage and the
equipment and facilities accessory thereto.

(b)

Approval of budget estimates under the direct control
of the Board of County Commissioners.

-- The county

highway budget is a major county expenditure and therefore the individual budgeted items should be commensurate with the plans for construction and maintenance.
(c)

Purchasing of goods, supplies, materials and equipment,
including the receiving of bids and the authorization
of contracts.

-- Boards of County Commissioners have

the exclusive purchasing authority for the county and
thus have a major responsibility in establishing
specifications that are based on recognized and proven
standards.
(d)

Auditing and authorizing claims against the county. -While this function is of a routine clerical nature,
it is important for Boards of County Commissioners to
verify that all items appearing on the claim were delivered in the quantities stated and complied with the
applicable specifications.

(e)

Appointment of county officials as provided by law,
including the filling of vacancies. -- In the county
highway department the key appointments include the
County Highway Supervisor, County Highway Clerk, County
Highway Bookkeeper and the County Highway Engineer;
however, a number of other secondary positions not
mentioned in the statu-tes are also necessary for effective organization.

(f)

Administering programs of planning, construction,
operation and maintenance of roads and bridges in the
county highway system.

-- This function requires fre-

quent attention by the Board of County Commissioners,
since the needs and problems are in a state of continual
change.

The County Boards' authority in road matters

include the laying out of new roads, the widening of
roads and right-of-way therefor, the establishment of
a cumulative bridge fund for the construction and repair of bridges, the preparation of maps and the installation of signs showing the names and numbers of
county roads, the fixing and posting of speed limits
on roads and streets within their jurisdiction.

The

boards of county commissioners are also required to
designate preferential county roads and erect stop
and/or yield signs at intersections; they are also required to set up and maintain a system of books and
records of the county highway department as prescribed
by the State Board of Accounts.

The above outline is by no means a complete recital of detailed responsibilities for boards of county commissioners but
rather a brief summary of the major areas of powers and authority
having either a direct or indirect relation with county roads.

9.

Other Functions - County hospitals, election duties, historical

markers, poor relief, public lands, county parks, etc. are other
important functions of County Boards; however, these are only
noted here since they are outside the province of county road
management.
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1978 CLASSIFICATION OF INDIANA COUNTIES (* )
(with 1978 Annual Salaries for County Commissioners)

$23,400

Lake
Marion
CLASS 2

19,000
10,848
11,500
8,350
14,000
8,800
16,500

Allen
Elkhart
Madison
P9 r ter
St. Joseph
Vanderhurgh
Vigo
CLASS 3

5,423
6,500
9,600
6,360
4,900
5,925
7,623
6,340
8,700
7,500

Bartholomew
Clark
Delaware
Grant
Hamilton
Howard
LaPorte
Honroe
Tippecanoe
Wayne

$3,950
5,500
5,350
5,350
4,824
5,405

Boone
DeKalh
Dubois
HClncock
Jackson
Noble

5,562
4,486
5,100
. 3,815
5,446
4,483
4,000

3,600
4,966
4,200
5,400
3,939
4,709

Cass
Dearborn
Floyd
Hendricks
Henry
Johnson
Knox
Kosciusko
Warrick
CLASS 5

5,500
6,200
4,700
4,800
5,200
5,232
4,900
5,100
3,600
5,420
3,348
4,500

Clinton
Gibson
Huntington
Jefferson
Lawrence
~1arshall

Miami
Montgomery
Morgan
Randolph
Shelby
Wabash
HERPIC

2/79

$3,700
3,000
3,416
3,750
4,061

2,955
2,450
3,744
2,448
3,300

CLASS 8

3,586
3,252
2,930
3,456

4,000
5,000
3,780
3,500
3,894

Benton
Carroll
Decatur
Fountain
Fulton

5,500
4,000
4,574
3,675
3,200
4,476
3,800

LaGrange
Ripley
Steuben
Sullivan
Tipton
Vermillion
Pike
CLASS 10

3,400
4,600
3,815
3,004

Blackford
Franklin
Newton
Parke

3,510
4,580
3,837

Pulaski
Starke
Washington

lIurrisoT1
Jennings
Orange
Perry
Spencer
CLASS 12

Adams
Daviess
Fayette
Greene
Jay
Putnam
Rush

Clay
Posey
Wells
White
Whitley
Jasper
CLASS 9

]1

--------

CLASS 7

CLASS 4
3,980
4,780·
5,000
5,656
) ,758
c!,767
4,700
4,200
5,478

CLl\S~:;

CLASS G
---

CLASS 1

Hartin
OWen
Scott
Union
Warren
CLASS 13
Brown
Crawford
Ohio
Swi tzerlund

(* ) Re ferences :

IC 17-3-72-2
and

IC 5-7-81

SEE REVERSE SIDE

MINIMUM ANNUAL SALARIES (+) OF INDIANA COUNTY OFFICIALS BY COUNTY CLASSIFICATION
[Effective January 1, 1972]
County
Classif.

Auditor,
Treasurer,
Sheriff
& Clerk

.

Assessor

Recorder

Surveyor

Coroner

Commissioner

Counci1men

$13,125

$6,930(*)

$6,825

$ 12,500
-146'000

$1,600

1

$18,375

$18,375

$17,850

2

15,750

15,750

15,225

11,550

5,670

5,250

7,350(**)

1,500

3

12,600

12,600

.12,075

9,975

4,830

4,200

4,725

1,400

4

10,800

10,800

9,180

8,640 .

4,320

2,700

3,780

1,300

5

9,180

9,180

8,100

8,100

3,888

2,160

3,348

1,200

6

8,100

8,100

7,560

7,560

3,456

1,620

3,132

1,100

7

7,020

7,020

6,480

6,480

3,024

1,350

2,916

1,000

8

6,480

6,480

5,940

5,940

2,808

1,296

2,700

900

9

6,050

6,050

5,500

5,500

2,640

1,100

2,530

800

10

5,500

5,500

4,950

4,950

2,420

990

2,310

700

11

5,500

5,500

4,950

4,950

2,420

990

2,310

700

12

5,500

5,500

4,950

4,950

2,420

990

2,310

700

13

5,500

5,500

4,950

4,950

2,420

990

2,310

700

(*) Lake Co. - $14,500

(*' * )

All en Co. - $8,400
St. Joseph Co. - $ 8,400

==============================================================================~===========~=========

(+) ACTS 1969, Chap. 482 [BEA 1634 (1969) passed over veto 1-18-71)
defines the above schedule of salaries as "minimum" and assigns the
power and authority to "increase" such salaries to the County Council.
References:

IC-17-3-72, s. 1-17
Burns 49-1053 thru 1069

also Ie 17-3-68, s. 1
Burns 49-1 062a

~
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POWERS t

DU~!.E!S

AND AUTHORI'ry OF. BOARDS OF COUNTY COMMISSIONERS

(This informal list includes the majority of powers and
(duties authorized by statute for Boards of County
(Commissioners in Indiana; the listings are subject to
(change by new legislation.
1.

To control, maintain and supervise county property, buildings
and equipment.

2.

To audit and authorize claims against the county"

3.

To recei va bids and award contracts ,d th the county.

4.

To supervise construction and maintenance of roads and bridges.

5.

To establish a cumulative fund for the construction and repair
of bridges.

6.

To establish county highway right-oE-way widths.

7.

'ro authori ze the preparation of maps of county roads.

8.

To authorize the installation of signs showing the names or
numbers of county roads.

9.

To exercise the county's power of eminent domain.

10.

To alter township boundaries.

12.

To establish election precincts and provide polling places for
election.

13.

To appoint county officials as provided by law.

14 •

'X~xf:kl;1:xliCa(B:U(B:~xjs:"~U"~X(6BBt:/lf«I.P{~1-"'12{~4P~YC~~~~~}<i<,-

8t:UKt:{£'§.H.

15.

To prepare an annual budget for county commissioner expenditures.

16.

To serve as members of County Drainage Board.

17.

To recommend to the County Council the salary of each deputy or
other assistant, appointed by county officers, shall receive
wi thin the liroi ts prescribed by law.

18.

To fix the number of deputies appointed by county officers.

19.

To issue bonds or notes in borrowing money for the county.

20.

To authorize admission of indigent persons 'to county home upon
application of township trustee.
HERPIC 2/79

county Commissioners - Contld

Page 2

21.

To contract with private institutions or county homes in other
counties for the care of indigent persons, in counties where the
county home operation has been discontinued.

22.

To grant financial aid to hospitals owned and operated by benevolent institutions within counties which have no county hospital.

23.

To lease county-owned land for the purpose of mining gas and oil.

24.

To establish county dog pounds and county rabies control projects.

25.

To establish county dumps.

26.

To fix and post speed limits on county roads and streets.

27.

To aut,horize financial aid to non-profit community clinics and
services for mental health.

28.

To pass ordinances incorporating towns.

29.

To levy a county-wide property tax for schools.

30.

To levy taxes for the construction, repair or improvement of the
county jaiL

31.

To regulate electrical contractors (Lake and Marion counties only).

32.

To establish minimum standards for plumbing and plumbing systems.

33.

To establish and maintain an adequate system of books and records
of the county highway department as prescribed by the State Board
of Accounts.

34.

To designate preferential county highways and erect stop signs
at intersections.

35.

To adopt fire prevention ordinances.

36.

To contract for ambulance service within the county, fixing fees
for services rendered and providing for the collection of fees.

37.

To establish and operate facilities for the collection and
disposal of refuse.

38.

To make appointments to boards,
as provided by law.

39.

To hold regular monthly meetings.

40.

To serve as the County Board of Finance.

commis~ion

and other agencies,

HERPIC 2/79
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4l.

To adopt rules and regulations for the transaction of
coming before the Board of County Commissioners.

42.

To make orders respecting county property, in conformance with
law.

43.

To purchase and se 11 public grounds and bui Idings.

44.

To audit the accounts of county officers as provided by law.

45.

To grant licenses or franchises with respect to county property.

46.

'1'0

47.

'ro straighten or change the course or channel of any stream
within the county.

48.

To establish parks and recreation centers.

49.

To establish war memorials.

50.

To grant a hearing to persons in need of poor relief.

S!.

To estimate poor relief needs.

52.

To establish minimum standards for the operation of food
establishments.

53.

To open, vacate or relocate highways, subject to specific regulations for petition, notice, appointment of viewers and assess~
ment of damages.

54.

To provide for the burial of veterans who have been honorably
discharged (also for the spouse).

55.

To appoint County Highway Engineer, County Highway Supervisor,
County Highway Bookkeeper and other key personnel to operate the
county highway department.

56.

To create a Department of County Engineering.

57.

To appoint a County Attorney to serve as legal counsel to the
County Board.

58.

To appoint a County Inspector of Weights and Measures.

59.

oro appoint a County Physician to serve as medical officer for
inmates of the county home and county jail.

60.

To appoint a County Purchasing Agent (only for larger counties).

61.

To appoint the Superintendent of the County Home.

busines~

authori ze the payment of bounties and re\.,rards for arrcs ts.
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62.

To appoint members to the County Board of Health (7 members) .

63.

To appoint members to the County Board of Zoning Appeals
(5 member8)~

64.

To appoint County Board of Aviation Commissioners (4 membe r5 ) .

65.

To appoint Miners Examination Board (coal mining
(3 members) •

66.

'1'0

67.

To appoint two (2) members to County Library Board (two (2)
members appointed by county superintendent of schools) .

68.

To create a Department of Buildings (Lake County only) .

G9.

To fill vacancies in the office of Justice of the Peace.

70,

To grant hearings to individuals, groups or delegations seeking
local services or relief to problems related to roads, streets,
drainage, sanitation, health, welfare, parks, recreation, safety,
pollution, planning, zoning, public works, education, or any
other local service affecting the quality of life and the general
welfare of the citizens of the county.

countie~

only)

appoint three (3)' members to Board of War r1ernorial Trustees
(two (2) additional members appointed by circuit court judqe).
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APPOINTMENTS BY BOARDS OF COUNTY COMMISSIONERS
(This informal list includes the majority of the appoint-)
(ments authorized by statute and commonly made by Boards
(of County Commissioners in Indiana; the listings are
(subject to change by new legislation.

--

County Highway Supervisor
County Highway Engineer
County Attorney
County Physician
County Superintendent of County Home
County Board of Health
County Plan Commission
County Board of Zoning Appeals
County Inspector of Weights and Measures
County Building Commissioner and Inspectors
County Administrator
County Purchasing Agent
County Drainage Board
County Hospital Board
County Board of Parks and Recreation
County Board of Aviation Commissioners
County Alcoholic Beverage Board
County Library Board
County Mental Health Clinic Board
County Cemetery Commission
Board of Memorial Trustees
County Service Officer
County Veterinarian
County Animal Warden
Bailiff of County Commissioners' Court
County Automatic Data Processing Board
County Miners i Examining Board
County Board of Levee Authority District
Directors of County Port Authority
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Section 3
MANAGEMENT PRINCIPLES

1.

General - Sound road policy develops from sound decisions

and actions.

Most people, including commissioners themselves,

will agree to the logic of this statement.

Yet a common complaint

leveled at boards of county commissioners in the administration
of county road matters is that they lack a specific road policy
that is understood by local community leaders and the traveling
public.

Other critics ask, "How can county commissioners make

sound decisions when they don't have all the facts?"

While these

statements may be open to question, the fact remains that in the
discharge of their duties, boards of county commissioners are
continually beseeched with requests that require decision and
action on a great variety of problems.

Therefore, the purpose of

this section is to set forth some suggested guide lines on the subjects of decision-making, actions, and road policy.

It is not the

intent to present solutions to specific situations but rather to
flag the attention of commissioners to orderly processes in developing sound road policy.

2.

Decision-making - Successful management at any level of

business or government rests largely with the decision-making
of the people in responsible charge.

Decision-making may be

viewed as the chain-reaction force that causes the management
process to carry forward.

In order that county road improvement

•
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program carry forward, it is therefore incumbent on boards of
county commissioners, as well as all other county road officials,
to be objective in their decision-making by gathering all the
facts and weighing alternate solutions before a final judgment is
made.
On the subject of decision-making, boards of county commissioners should always place greater emphasis and priority on
the scrutinizing and review of proposals that involve policy
decisions as opposed to administrative decisions.

In the past

one of the common criticisms of county road management practices
has been that boards of county commissioners attempt to handle all
the trivial day-to-day decisions and leave the major overall policy
decisions go unattended.

This situation of course, only points up

the need for boards of county commissioners to adopt a framework
of standing policies so that administrative decisions on routine
matters can be delegated to staff members of the county highway
organization, such as the County Highway Engineer, Supervisor,
Clerk, or Bookkeeper.

Such a practice, leaves the Commissioners

free to concentrate on new policy decisions.
A policy decision is one which the available facts provide
no self-evident or ready-made solution, but which requires the
exercise of judgment and discretion.

A policy decision is there-

fore exclusively a matter to be handled by the board of county
commissioners, even though they may seek the advice and counsel
of the County Attorney, County Highway Engineer, or other expert
witness.

By way of contrast, an administrative decision is one
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which can be made automatically by either the Board or staff member once the available facts are assembled and applied to standing
policy rules.

The listing of do's and don'ts in making decisions,

Table I, provides additional guidelines on this subject.

3.

Actions - Decisions and actions of boards of county commis-

sioners can only be exercised or implemented by means of orders,
resolutions, or ordinances.

Since the powers of the board are

limited to those provided by the Indiana Constitution and Statutes,
it follows that orders, resolutions and ordinances must not be in
conflict therewith.

Official actions of the county board must be

made a matter of record in the minutes of the Board of County Commissioners, which is kept by the County Auditor.

The following is

a brief definition of the types of actions by county boards.
Orders are official actions by boards of county commissioners,
normally involving individuals or small groups of persons
and a specific situation of a temporary nature, such as
a temporary load-limit on county roads during the spring
months to reduce a frost damage or the closing of a bridge
for repairs or replacement.
Resolutions are official actions by boards of county commissioners that normally pronounces a formal statement of
policy by the board within the framework of the discretionary powers authorized by the Indiana Constitution and
Statutes, such as .a resolution providing a retirement plan
covering county road employees.

3~

Ordinances are official actions by boards of county commissioners that normally enact regulations, authorized
by statute governing the actions of others, such as
subdivision control ordinance setting forth minimum
standards for road and street construction in new subdivisions.

Ordinances by county boards are optional

but must be enacted in the manner provided by statute.
Orders, resolutions, or ordinances are all legal instruments
for carrying out the official policy of the county board.

For

this reason the official actions must be clear in meaning and
express concisely the intention of the board.

Not only must they

be worded to convey a clear understanding but they must also avoid
any misunderstanding.

Except for a re-statement of previous policy,

the boards of county commissioners should consult the advice of
their County Attorney, County Highway Engineer, and County Auditor
in the drafting of new orders, resolutions, or ordinances.
Regardless of the type of official action taken by the county
board, it can only be effective within the boundaries of the county
and normally will not be applicable to the municipalities within
the county.

Actions of the county board that are of an administrative

character may be repealed or modified by a subsequent board.

How-

ever, where the action of the board is in the nature of a contract
that has been accepted by the other party then such action cannot
be rescinded by the Board.
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TABLE I
DO'S AND DON'TS IN HAKING DECISIONS ON ROAD POLICY
1.

Do get all the related FACTS; beware of rumor and heresay;
the alleged need for road improvements are frequently exaggerated.

2.

Do consider alternate proposals and solutions; weigh the
merits and consequences of each before making a final
judgment.

3.

Do make decisions that are consistent with stated policy
beware of making decisions that are expedient for the
moment but in conflict with long range objectives.

4.

Don't make decisions that are in conflict with the law or
in the shadow of the law; seek the counsel of your county
attorney.

5.

Don't make hasty decisions, unless of course, an actual
emergency exists; don't be stampeded into a decision by
pressure groups on the basis of heresay evidence -- again
GET THE FACTS!!

6.

Don't procrastinate or delay your decision unnecessarily;
what's to be gained? -- especially when the facts render
a self-evident conclusion.

7.

Beware of attacking the symptoms of a problem rather than
the cause; the rough, uneven road may really need rebuilding -- wider right-of-way, deeper base, or better drainage
instead of a "patch-job."

8.

Beware of chronic complainers and pressure groups who
attempt to get free service or unjustified road improvements.

9.

Beware of radical, untried solutions, particularly the
quick, cure-all, bargain-county solutions; tryout your
new ideas on other highway authorities.

10.

Beware of attempting to make what appears to be a popular
decision at the expense of overall progress of county road
improvements; where road matters are concerned, decisions
that attempt to satisfy everyone usually, in the end, prove
unpopular with everyone -- ROAD IMPROVEMENT MUST BE BASED
ON NEED!!!

-~---------------------------------------------------------~
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4.

Road Policy - County highway departments get things done

because of four basic elements -- men, machines, materials and
management.

When these elements are combined together in the

right proportions, the desired end result is accomplished.

How-

ever, the cohesive matrix that joins these resources together
to produce uniform and consistent results is called policy.
Each and every county highway department should have welldefined road policies that are generally understood by ,local
community leaders.

Establishing road policy within the framework

of their discretionary powers is clearly the responsibility of
boards of county commissioners.

Besides carrying out the

administrative functions required by statute, policy-making is
the major overall function of county boards.

As a matter of fact,

this is the one main reason the county boards were created
i.e., to formulate local policy to meet local needs.
Road policy, the same as other policy, usually develops as
the direct result of a "problem-solution-action" sequence.

Fre-

quent occurrence of the same specific problem, where similar
solutions and actions are indicated, points up the need for a
policy statement that can be applied uniformly as a solution or
correction for the problem in question.

As for instance, repeated

damage to the ends of l6-foot driveway culverts, leads to the
conclusion that say, 24-foot sections should be used instead of
the l6-foot sections; this in turn should serve as a basis for a
road policy requiring all new culvert replacements at driveways

,

j
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to have a minimum lenth of 24 feet.

Likewise, 16- and IS-foot

pavements that are susceptible to edge failure usually indicate
the need for a road policy requiring say 20-foot or 22-foot pavement widths.
The two examples cited above, as well as other decisions on
road policy are based on conclusions that are self-evident.

Many

times, however, the conclusions are not clearcut on the changes
needed to correct a particular situation.

This comes about mainly

through the side-issues that are not directly related but none the
less affect or influence

policy~

To assist boards of county com-

missioners in the formulation of road policy, the following
examination is suggested as a test for sound decisions on road
policy.
EXAMINATION OF PROPOSED ROAD POLICY
(a)

Is the proposed policy legal? -- Any and all county
road policy must first meet the test of legality;
this is paramount to all other considerations.
Boards of County Commissioners are urged to seek
counsel and advice of their County Attorney to
determine whether proposed road policy is authorized,
permissive, or in conflict with the existing statutes
of the State of Indiana.

(b)

Is the proposed policy financially practical with a
continuation of other existing policies? -- Besides
the problem of legality, a common obstacle to proposed
policy is the limitation of available funds to initiate
new policy while maintaining programs that carry out
existing policy. This is one of the several very
practical decisions that are directed to county boards
for resolution.
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EXAMINATION OF PROPOSED ROAD POLICY (contd)

(c)

Does the pro~osed policy extend, broaden, or reverse
existing pol1cy? -- The relation of new proposals to
existing policy is always a key consideration in
weighing the merits of new proposals.
In this respect a thorough understanding of existing policy
should always precede any consideration of new policy.

(d)

Can it be applied uniformly to similar situations in
the future? -- True policy must be capable of uniform
application. Here, a distinction must be made between
policy and executive decree, which are merely board
decisions to resolve individual and specific problems.

(e)

Is i t fair and equitable to the actual needs and
safety of the traveling public? -- This question should
be applied against all proposed road policy that relates to proposed road improvements. There is little
justification for new blacktop paving on low-traffic
roads, while high-traffic roads are allowed to deteriorate to low standards of maintenance.

(f)

If restrictive -- is it reasonable and enforceable?
A 30-mile-an-hour speed limit is usually desirable
and needed in towns and subdivisions or other congested areas; however, such a speed limit in open,
rural areas would not only be unreasonable but would
probably be unenforceable.

(g)

How do long-term benefits weigh against short-term
gains? -- The answer to this question usually lies
at the heart of all major decisions on road policy,
particularly when it affects road improvement programs. There is often the temptation to authorize
the construction of thin pavements over thin bases
solely because of low first-cost.
Such a plan of
action may have the apparent advantage of temporary,
short-term gains, because i t provides a smooth dustfree surface now! -- yet such an improvement will
usually prove to be highly costly because of the
heavy and continuing maintenance that is required.
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5.

County Road Code - Clearly related to decisions, actions,

and road policy, covered in the previous section, is the matter
of documenting these items of information for official use and
public use.

Historically, the actions of the board of county com-

missioners have been recorded in the Commissioners' Minutes.

While

this procedure is essential and necessary to make a historical
record of the official actions of the county board, matters of road
policy tend to be_scattered as to time and subject throughout the
commissioners' record.

For this reason, county boards as well as

the road user, other units of government, and the public in general have difficulty in relating road policy to road programs.
One solution to this problem that has proven highly successful is the adoption of an official county road code, which is
basically a compilation of all the official resolutions and
ordinances dealing with county road policy that have been adopted
by the board of county commissioners.

Such a county road code

thus provides a single reference guide, which can be consulted by
county boards, other units of government, road-user and home-owner
to determine applicable county road policy.

such a procedure has

the advantage of presenting county road policy as a single unified
instrument rather than scattered, fragmentary regulations.

The

county road code will also provide better continuity in road policy,
not only from year'to year but from board to board.
In developing and adopting a county road code the board of
county commissioners should work in concert with their County
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Attorney, County Highway Engineer and County Highway Supervisor.
The initial effort of developing a county road code need not be
an elaborate legal document but may be an informal collection of
existing resolutions and ordinances on road policy incorporated
by reference into a single document.

From this beginning, the

county road code may be refined as the need arises and expanded
to give a more complete coverage of county road policy.

The

model county road code, presented in Section II -- County Road
Code, should prove a useful guide for boards of county commissioners in developing road policy for their particular county.

See Listing of Selected References
in Section I - INTRODUCTION
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Section 4
COUNTY ROAD FINANCE

1.

General - The financing of county road operations is of

primary importance to county road officials, particularly to
boards of county commissioners.

The amount of road finance

available of course, determines the level of road services
and road improvements.
The existing state and federal statutes provide Indiana
county road officials with four possible sources of revenue
to finance the engineering, construction, reconstruction,
maintenance and repair of county roads and bridges; these
four sources of revenue are:
Local Road and Street Account
(statutory -- from state)
Motor Vehicle Highway Account
(statutory -- from state)
Cumulative Bridge Funds
(optional -- from county)
Federal-Aid Secondary Funds
(optional -- from federal government)
The mounting demands for improved road services make it
essential for county road officials to make the maximum possible
use of these four sources of revenue.

In particular, they

should develop the full potential of all the optional sources
of revenue.

2.

Local Road and Street Account ·is a new and important source

of revenue for both county highway departments and city street
departments.

These funds are dedicated exclusively for
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engineering, construction or reconstruction of roads, streets
or bridges, or for the payment of the ponds and interest to
finance any such project.

(However, the sale of bonds for

county highway improvements is strictly limited to major bridge
projects and then only on special approval by the State Board
of Tax Commissioners -- Burns 26-532 and 64-313.)
This new source of revenue established by Chap. 392, Acts 1969
is a special account of the general fund of the State of Indiana
which, by statute, is credited with 45% of the revenue generated
by the 7th and 8th cents of the motor fuel and fuel use taxes
plus 45% of the increases in fees for

mot~r vehi~le

registration

and operation enacted by the 1969 Indiana General Assembly.
The State Auditor determines a monthly allocation of the
LRSA funds among the 92 counties and the 550+ cities and towns
based on passenger car registrations, population, and mileage.
(See LRSA Allocation Formula)
Local units submit applications for these new funds

(on an

individual project basis) to the Indiana Arterial Road and Street
Board for review and approval.

The county, city or town must

provide an amount equal to at least 25% of the total cost of
each eligible project.

The state distribution of LRSA funds

therefore, shall not exceed 75% of the total cost of each eligible project.
The county's, city's or town's 25%-share must be dedicated
· to the eligible project and funds for same may include, but not
be limited to, funds appropriated from:
Motor Vehicle Highway Account,
Federal Funds ,
Cumulative Bridge Funds,

u
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Cumulative Capital Improvement Funds,
Street Levies, and
Any Other Funds Available to Local Units
for Road and Street Purposes.
In making application for LRSA funds, the local unit certifys that its 25%-share of the cost of the proposed project has
been appropriated and that the construction or reconstruction
project will comply with minimum standards and specifications
adopted by the Arterial Road and Street Board.
Disbursements to local units are made by the State Auditor
for individual road, street or bridge projects, approved by the
Arterial Road and Street Board.

Disbursements can not exceed:

{a) the local unit's available accumulated allocation or
{b) three (3) times the local unit's available appropriation
for matching. (Whichever amount is smaller sets the limit.)
Allocations of LRSA funds are available to each county for
a period of 4 years, after which funds not requested are available to cities and towns located in that county for a period of
1 year.
Allocations of LRSA funds are available to each city and
town for a period of 2 years, after which funds not requested
are available to the county in which the city or town is located
for a period of 1 year.
LRSA funds not requested by local government units for
specific projects, after the above periods of time, are to be
made available to local units throughout the State {i.e., reallocated among all local units).
Counties and cities (and towns) within a county may agree
jointly on road, street or bridge improvement projects.
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The annual revenue generated by the 7th and 8th cents of
the motor fuel and fuel use taxes plus increases in fees for
motor vehicle registration and operation enacted in 1969 is
estimated at $66 million.
Forty-five percent (45%) of the new money generated or
approximately $29.7 million will be credited to the Local Road
and Street Account.

Of the latter amount, approximately

$16.8 million will be allocated to the 92 counties and approximately $12.9 million will be allocated to the some 550 cities
and towns.
The remaining fifty-five percent (55%) of the new money
generated, or approximately $36.3 million, will be credited to
the Primary Highway System Special Fund.

This fund is allocated

to the Indiana State Highway Commission to be used exclusively
for engineering, land acquisition and construction of highway
projects on the State's Federal-Aid Primary System.

The use

of this fund for the payment of wages, salaries or compensation
of State or Highway Commission employees is expressly prohibited.
References:

3.

(1) Chap. 352, Acts 1969
(2) Chap. 392, Acts 1969

Local Road and Street Account Allocation Formula - The

"Local Road and Street Account" is credited with 45% of the
7th and 8th cents of the motor fuel and fuel use taxes plus
45% of the increase in fees for motor vehicle registration
and operation enacted by the 1969 Indiana General Assembly.

ALLOCATION OF NEW HIGHWAY FUNDS
Generated by 1969 Legislation
$66 Million - Estimated Revenue Yield for 1970
55% credited to
Primary Highway System Special Fund
($36.3 million est.)

45% credited to
Local Road and Street Account
($29. 7 million est.)

Allocated to Indiana State Highway Commission
for Engineering, Land Acquisition, and Construction
on Federal-Aid Primary System

,,, ,,,

Allocated to Counties, Cities and Towns
for Engineering, Construction and Reconstruction
of Road, Street and Bridge Projects

_,,,,
,,

7 I II
Allocation to 92 County Units

and 550+ City and Town Units
based on a 2-Level Formula

92 COUNTY-WIDE ALLOCATIONS
1st
Level

divided on ratio of
County Registration of Passenger Cars
(92 COUNTIES)

ALLOCATIONS TO COUNTY, CITY AND TOWN UNITS
Counties More Than 50,000 Population:
2nd
Level

60% divided on ratio of Population
40% divided on ratio of Mileage
(18 COUNTIES)

Fig. 1

Counties Less Than 50,000 Population:
20% divided on ratio of Population
80% divided on ratio of Mileage
(74 COUNTIES)

I
I
I
I
I
I
I
I
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The gross amounts for these collections are allocated by a two-

~

level formula as follows:

ls t
Level

92 County-Wide Allocations
Based on ratio of County Registration of
Passenqer Cars

Counties More Than 50,000 Population
(18 Counties) (Last Decennial Census)

2nd
Leve 1

Allocation Divided to Local Units in County
60% divided on ratio of population
40% divided on ratio of mileage

Counties Less Than 50,000 Population
(74 Counties) (Last Decennial Census)
Allocation Divided to Local Units in County
20% divided on ratio of population
80% divided on ratio of mileage

The State Auditor files a monthly report with each local
unit on the accumulated allocation available for matching
(25% Local - 75% LRSA) , and the expiration dates of available
allocations.

The distribution of funds by the State Auditor

is made for specific projects and on approval of application
for LRSA funds, submitted by the local units.

Applications

by Counties, Cities and Towns for LRSA funds are reviewed and
approved by a 5 - member Arterial Road and Street Board created
by Chap. 352, Acts 1969.
References:

(1) Chap . 352, Acts 1969
(2) Chap. 392, Acts 1969

.J
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4.

Motor Vehicle Highway Account is the principal source of

revenue for the overall operation of the county highway departments, including the purchase of materials, labor, and/or

equipment, required in the maintenance and construction of
county roads and bridges.

This source of revenue is an account

of the general fund of the State of Indiana which, by statute,
is credited with the collections of the first six cents (6¢) of
the motor fuel and fuel use taxes plus the statutory fees for
motor vehicle registration and operation established prior to
1969.

These highway user taxes established by statute are

levied and collected by the State and then a portion (32% of
net collection) is distributed back to the counties for administration, budgeting and expenditure by local county road officials;
i.e., county commissioners, county auditors, county road supervisors and county highway engineers.
The first six cents (6¢) of tax collected on gasoline and
diesel fuel (per gallon) contributes the major portion of the
total gross receipts credited to the Motor Vehicle Highway
Account.

During the fiscal year 1968, for instance, the total

gross receipts credited to the MVHA amounted to a little over
$199.8 million and of this amount a little more than $142.7 million, or approximately 71.4%, was contributed by the state motor
fuel tax receipts.
References:

(1) Burns 36-2815 et seq.
(2) State Auditor's Annual Report

DISTRIBUTION OF MOTOR VEHICLE HIGHWAY ACCOUNT - 1968
I
i

ST ATE HIGHWAYS

COUNTY ROADS

CITY STREETS

$95.2 million

$56.9 million

$26.7 million

533

323

153

I 1ll\

\

'

Allocation to
92 County Highway Departments

'

\

\
\

\

based on

RATIO OF COUNTY ROAD MILEAGE

\

'
RATIO OF COUNTY
REGISTRATION OF

\

'

EQUAL

MOTOR VEHICLES
I

653

303

53
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5.

Motor Vehicle Highway Account Distribution Formula - The

"Motor Vehicle Highway Account" is credited with the collections
of the first six cents (6¢) of the motor fuel and fuel use taxes
plus the statutory fees for motor vehicle reqistration and
operation established prior to 1969.

After certain deductions

are made for administrative and other expenses, as provided by
statute, the "Motor Vehicle Hiqhway Account" is distributed on
the following basis:
53% to State Hiqhway Departments for construction
and maintenance of state highways.
32% to County Highway Departments and allocated
among the 92 counties as follows:
(a)

5% divided equally

(b)

65% on ratio of county road mileage
in each county to the total county
road mileage in the state

(c)

30% on ratio of motor vehicle registration in county to total motor
vehicle registration in state

15% to Cities and Towns, allocated on the basis
of the ratio of population of each to the
total city and town population of the state.
The State Auditor makes a monthly distribution of the MVHA
to all units sharing in these funds .
Reference:

6.

Burns 36-2815 et seq.

Cumulative Bridge Funds are an important supplementary source

of revenue for the construction and repair of county highway
bridges and grade separations.

The Indiana statutes authorize

the county commissioners of the individual county units to es tablish a county- wide tax levy on all taxable personal and real
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property for the purpose of accumulating funds for the construction
and repair of county highway bridges.

The tax levy for this

purpose may be established for a period of five (5) years and
may be renewed for like periods of time; however, the amount of
the tax levy may not exceed 20¢ per $100 of taxable property and
must be advertised annually along with other county tax levies.
This source of revenue is optional with the individual county
units, depending on the decision and action of the county commissioners.

At present approximately 97% of the 92 Indiana

counties have established cumulative bridge funds.

The yearly

income from this source depends on the amount of the tax levy
and the assessed valuation for the county.
At present cumulative bridge funds are the only local source
of revenue available to county highway departments.

The use

and application of these funds are therefore subject to the requirements of Indiana statutes for appropriation and expenditure.
(Refer to Section 10 - COUNTY ROAD BUDGETS for the major items of
administrative procedure.)

It should be pointed out however,

that cumulative bridge funds may be used as a single source for
bridge construction or repair, or they may be commingled or
matched with other funds such as:
Local Road and Street Account (LRSA)
Motor Vehicle Highway Account (MVHA)
Federal-Aid Secondary Funds (FAS)
In 1969 the total income to all counties having cumulative
bridge funds (89 counties) will be approximately $12.l million.
If the maximum levy of 20¢ per hundred were applied in all
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92 counties the total income from cumulative bridge funds would
amount to approximately $20.5 million.
References:

7.

(1) Burns 36-191 0 et seq.
(2) State Tax Commission
(3) State Auditor's Annual Report

Federal-Aid Secondary Funds are another supplementary source

of revenue for county highway departments but may only be applied
to new construction or reconstruction of road or bridge projects
located on County Federal-Aid routes.

In addition, all con-

struction projects must be let to contract and the design features
must meet the minimum standards approved for the class of project
in question.

The regulations covering the Federal-Aid Secondary

hi,ghway program require that at least 50% of the FAS funds apportioned to the States be made available for construction on
county Federal-Aid projects.
For the fiscal year ending June 30, 1968, the total FAS apportionment to Indiana was a little more than $7.0 million; of
this amount, 50% (or approximately $3.5 million) was apportioned
among Indiana's 92 counties on a fiscal year basis by the following formula:
1/3 - Ratio of Total County Area
1/3 - Ratio of County Road Mileage
1/3 - Ratio of Tot~l County Population
The apportioned funds are available to each county for
one (1) fiscal year only and expire on June 30th each year if
not obligated for a particular project.

(J

Expired county FAS
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funds revert to the Indiana State Highway Commission for their
use on the State Secondary system.
FAS funds are available to county highway departments on a
50-50 matching basis.

The county's 50%-share of the estimated

project cost may be appropriated from the following sources:
Local Road and Street Account (LRSA)
Motor Vehicle Highway Account (MVHA)
Cumulative

B~idge

Fund (CBF)

A county proposing a project, the cost of which exceeds
one (1) year's apportionment of county's FAS funds, may accrue
additional funds by obtaining the use of another county's apportioned funds, through a transfer waiver agreement.
The FAS program is administered by the State-Aid Section
of the Indiana State Highway Commission.

This unit is re-

sponsible for apportionment of funds, project approval, review
of plans and specifications, letting of contract, supervision
of construction, final payment, etc.

Since the county Federal-

Aid program was first inaugurated in 1947, a total of 78 counties
have participated in the use of FAS funds to supplement the construction of new road and bridge projects.
References:

(1) u. s. Code, Title 23, PL 85-767, August 27, 1958
(2) Code of Federal Regulations, Title 23, Highways
(3) "Manual on Use of Federal-Aid in Construction Qf
County Roads," Indiana State Highway Commission

See Listing of Selected References
in Section 1 - INTRODUCTION
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Section 5
COUNTY ROAD PERSONNEL

1.

General - The classification and number of persons employed

by a county highway department will depend on a number of factors;
such as the size of the county, the amount of equipment, the
facilities available, and the organization of personnel.

However,

the average county highway department in Indiana should provide
for the following personnel classifications:
County Highway Engineer

Shop Foreman

County Highway Supervisor

Mechanics Helper

County Attorney

Engineering Aide

Bookkeeper

Heavy Equipment Operator

Cost Clerk

Light Equipment Operator

Stores Clerk

Truck Drivers

Road Foreman

Single Hands

Bridge Foreman

2.

Appointment of Personnel - This is one of the most important

functions carried out by the board of county commissioners.

The

appointment of a competent staff of county highway personnel is
not only necessary to assist the board of county commissioners in
establishing county road policy but is also an absolute requirement in the execution of county road policy.

For this reason the

county board of commissioners should carefully weigh the qualifications and experience of the persons appointed to positions with
the county highway department particularly, those appointed to
administrative and supervisory positions.
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3.

Term of Appointments - In Indiana, the boards of county

commissioners normally make the appointments to the county highway department (as well as other official personnel appointments)
annually, for a term of one year.

However, in the case of

professional personnel, such as the county attorney or the county
highway engineer, it may be of mutual interest and benefit, for
the county and appointee alike, for a longer term of appointment,
say two years or four years.

It should be noted, however, that

under the State Constitution, the tenure of office, either elective
or appointive, may not exceed four (4) years.

4.

Time of Appointments - Appointments to county highway depart-

ments are usually made by the county board at the start of the
year.

The first official meeting of the calendar year (the first

Monday in January) is usually an organizational meeting of the
county board, at which time one of the county board members is
elected as Chairman (or President) of the Board of County Commissioners for the year following.

Usually, the appointments to the

county highway department are made at this annual organization
meeting of the board.

However, appointments are sometimes delayed,

particularly of key personnel, until the second official board
meeting of the year (the first Monday in February).

This latter

procedure is most common where there are new commissioners on the
county board, and feel the need for an additional month to weigh
the qualifications and experience of persons being considered for
appointment.

,
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5.

Bonding of County Highway Personnel - The present Indiana

statutes place bonding requirements only on the County Highway
Engineer (Burns 36-1126; not less than $5,000) and the County
Highway Supervisor (Burns 36-1110; no minimum specified).

How-

ever, the board of county commissioners, may at their discretion
require a bond for other employees appointed to positions of
trust (Burns 40-143).

Depending on the assignment of responsi-

bilities, other county highway employees the board might bond
would include the Road Foreman, Bridge Foreman, Bookkeeper, Cost
Clerk, or Stores Clerk.

6.

Classification, Function, and Qualifications - The following

is a brief description of recommended functions and qualifications
for the personnel classifications normally included in Indiana
county highway departments.
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COUNTY HIGHWAY ENGINEER
Function - Indiana's County Highway Engineer Law (Burns 36-1122-1133)
provides for the engineer to be responsible for the supervision of
the design, construction, planning, traffic and other engineering
functions of the county highway department and to prepare or cause
to be prepared all surveys, estimates, plans and specifications
which are required.
Qualifications - To satisfy the requirements of the law, the County
Highway Engineer must be:
(a)

a registered engineer, licensed by the Indiana State
Board of Registration for Professional Engineers,

(b)

experienced in highway engineering and construction and,

(c)

be or become a resident of the State of Indiana during
his employment.

In addition to these minimum requirements, it would also be desirable for the County Highway Engineer to have:
(d)

some actual field experience in construction
inspection of road and bridge projects,

(e)

a working knowledge of county government and,

(f)

the ability to meet and work effectively with the
public as well as with county road employees.

)
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COUNTY HIGHWAY SUPERVISOR
Function - The principal function of the county highway supervisor
is organizing and supervising the work force

(labor and equipment)

to accomplish the program of repair, maintenance, and construction
adopted by the board of county commissioners.

Other related

functions include the preparation of an annual budget estimate,
the requisition and purchase of materials, equipment and supplies
as authorized by the county board of commissioners.
Qualifications - The county highway supervisor should have considerable field experience in the construction, repair and
maintenance of roads and bridges.

He should understand the

operation and know the capabilities of road equipment.

He should

have a basic understanding of the correct use of road building
materials and road drainage.

He should be able to develop an

efficient work force and to work effectively with the public.
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COUNTY ATTORNEY
Function - The county attorney is employed by the Board of County
Commissioners to render legal counsel and advice as needed, and
to handle any litigation to which the county board is a party.
While the county attorney renders legal counsel relating to all
the varied functions of the Board of County Commissioners, county
road matters frequently require the assistance of the county
attorney.

In particular the framing of resolutions and ordinances,

construction contracts, and major purchase contracts, and title
searches in connection with right-of-way proceedings should be done
with the assistance and counsel of a county attorney.
Qualifications - Besides being qualified to practice law in the
State of Indiana, and a resident of the county, the county attorney
should have an interest in, and also a first-hand knowledge of,
county government.

In addition, the attorney appointed to this

position should be available, on request, to serve the needs of
the county board of commissioners.

~

I
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BOOKKEEPER
Function - The main function of the bookkeeper is to keep ledger
accounts on all appropriation encumbrances, disbursements, receipts
and balances.

Other related functions include the handling of

purchase orders, delivery receipts, invoices, and the processing
of claims for payment.
Qualifications - The bookkeeper should have a basic working
knowledge of business methods.

Although not an absolute require-

ment, it is very helpful to the new bookkeeper to have had some
previous experience in another county office, such as the treasurer's office or the auditor's office.

In particular i t is helpful

to have a thorough knowledge of the budget and appropriation process.

COST CLERK
Function - The main function of the cost clerk is to keep an
account of the costs for construction, repair and maintenance of
bridges and of roads by surface type.

Other related functions

include the keeping of costs for labor, materials, supplies, and
equipment operations.
Qualifications - The cost clerk should have a working knowledge
of road operations, materials, and equipment, as well as cost
accounting methods.

The cost clerk should also have the ability

to seek and get the cooperation of the entire county highway staff
to report their daily usage of labor, materials, supplies and
equipment.

5-8

STORES CLERK
Function - The principal function of the stores clerk is to keep
an accurate inventory and unit cost record of all materials,
parts, and supplies carried in stock by the highway department.
Other related functions include issuing and purchasing standard
stock items as needed.
Qualifications - The stores clerk should have a working knowledge
of automotive accessory and repair parts.

He should have the

ability to cooperate and work effectively with all the other
employees in the department.

He should be precise and accurate

in the keeping of the inventory records.

ROAD FOREMAN

(

Function - The road foreman acts as an assistant to the county
highway supervisor or county highway engineer in matters relating
to specific road repair and construction projects.

His main

function is to organize and supervise work crews, keep records,
and report progress on specific road projects.

For a small work

crew on say 3 or 4 men, the road foreman will ordinarily operate
a piece of equipment or work along with the rest of the crew.
Qualifications - The road foreman should be experienced in methods
of road construction and repair.

He should understand the oper-

ation of and know the capabilities of the equipment under his
supervision; he should have some natural leadership ability and be
able to develop an efficient work force.
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BRIDGE FOREMAN
Function - The bridge foreman acts as an assistant to the county
highway engineer or county highway supervisor in matters relating
to bridge construction and repair projects performed by the county.
His main function is to organize and supervise work crews, keep
records, and report progress on specific bridge and culvert projects.

For a small work crew of say 3 or 4 men, the bridge foreman

will ordinarily operate a piece of equipment or work along with the
rest of the crew.
Qualifications - The bridge foreman should be experienced in construction and repair of both bridges and culverts, particularly
in the repair of small structures.

He should understand the

operation of and know the capabilities of the equipment under his
supervision; he should have some natural leadership ability and
be able to develop an efficient work force.
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(

SHOP FOREMAN
Function - The principal function of the shop foreman is to keep
all mechanical equipment in efficient operating condition.

Other

related functions include organizing the mechanical repair facilities, a servicing program for preventative maintenance, and
records on equipment repair.
Qualifications - The shop foreman should be experienced and
qualified in the repair and maintenance of automotive equipment,
including trucks, tractors, and such other road equipment as
operated by the county highway department.

He should be able to

make effective use of the manufacturer's operation and maintenance
manuals provided with new equipment.

Some previous experience in

an automotive repair shop is essential.

MECHANICS HELPER
Function - The principal function of the mechanics helper is to
assist the shop foreman in making repairs on equipment and to
keep the garage facilities in a neat orderly arrangement.
Qualifications - A mechanics helper should be adept with the use
of mechanics tools, be able to follow instructions, and have some
working knowledge of the operation of internal combustion engines.
Some previous experience in either a service station or a garage
repair shop will be helpful.
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ENGINEERING AIDE
Function - The main function of an engineering aide is to assist
the county highway engineer in making road surveys, construction
inspection, traffic counts, sketches or drawings and keeping
planning records.
Qualifications - An engineering aide should have some technical
training in surveying and drafting; he should also have the ability
to follow instructions.

HEAVY EQUIPMENT OPERATOR (Cranes, Shovels, Dozers, Scrapers, Graders)
Function - The principal function of heavy equipment operator is to
operate the equipment assigned to him, efficiently and effectively,
to the end that the desired results are achieved at the least cost
in time and expense.

Other related functions include the daily

inspection and maintenance of the equipment and reporting any irregularities in the mechanical functioning of the equipment.
Qualifications - The heavy equipment operator should know how the
equipment operates before he goes to work; he should know the

capa-

bilities of himself and the equipment; he must be familiar with
road building methods; he must be able to follow instructions; he
must be safety-conscious not only for himself and the equipment,
but also for anyone who may be around the equipment.

Some previous

experience with either a contractor or other road department is
essential.
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LIGHT EQUIPMENT OPERATOR (Distributors, Rollers, Loaders, Drags,
Mowers)
Function - The principal function of a light equipment operator is
to operate the equipment assigned to him, efficiently and effectively, to the end that the desired results are achieved at the
least cost in time and expense.

Other related functions include

the daily inspection and maintenance of the equipment and reporting any irregularities in the mechanical functioning of the
equipment .
Qualifications - The light equipment operator must know how to
drive a truck; he must know how the equipment operates; he must
be able to follow instructions, he must be safety - conscious; he
does not necessarily need any previous experience as an equipment
operator, although this would be helpful.

TRUCK DRIVER
Function - The function of a truck driver is to operate the truck
assigned to him such that the hauling of road materials and supplies
is achieved with the least cost of time and expense.

Other related

functions include the daily inspection and maintenance of the truck
and any accessory equipment, and reporting any irregularities in
the mechanical functioning of the equipment.
Qualifications - The truck driver must be an experienced, alert and
courteous driver; he must know the capabilities of his truck, as
to load capacity, tractive power, acceleration, and stopping distance; he must be extremely safety-conscious; he must be able to
follow instructions; he should have some previous experience as a
truck driver.
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SINGLE HANDS
Function - The single hand performs such manual labor as assigned
to him, such as cutting brush, spot patching, shoveling gravel,
etc.
Qualifications - The single hand must be physically capable of
performing manual labor and he must be able to follow instructions.

7.

Salary Levels - In addition to weighing the needs for competent

personnel, and the qualifications of potential candidates for
appointment, boards of county commissioners must also give consideration to the schedule of salaries and wages being offered by their
county highway department.

A schedule of low salaries obviously,

is not going to attract competent, and dependable road workers.

On

the other hand it is difficult to justify a schedule of salaries
that are above those being paid for comparable work by local commerce and industry.
Boards of county commissioners should periodically review wage
and salary schedules.

It is particularly important that this matter

be studied each year before the budget request is submitted to the
County Council.

Actually, there is no rigid formula as to what wage

scales for county highway employees should be; however, if the
proper value is placed on worker morale and job interest, there must
be some general relation between the county highway wage scale and
the prevailing rates for similar work in the county.
In the past there has been a tendency on the part of county
road officials to justify low wages on the basis of the money saved.
In most cases this is a self-defeating approach, mainly because it
also lowers the overall level of worker morale and job interest.
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In many cases the low wage rates, along with the low level
of work performance, has led to the employment of excessive numbers
of road workers.

Thus, even though the total outlay for labor was

adequate, the morale and job interest was so low that very little
work was accomplished.

In contrast, more reasonable wage scales,

higher moral and job interest will produce more work with fewer
workers.
When boards of county commissioners review the salary levels
for their county highway employees it is usually in terms of this
question:

"Is a wage increase needed and justified?"

As with

many other judgments and policy decisions made by the county board
there is seldom a ready-made answer for the question.

However,

here are four other questions that may help to answer the first one.
(a)

Are present wage scales considerably below prevailing
rates in the county for similar work?

(b)

\"lill an increase in pay make i .t possible to employ
new personnel having more skill, ability, and
competence?

(c)

Will an increase in pay improve the attitudes,
cooperation, and efficiency of the existing
employees?

(d)

In the end will an increase in pay produce better
roads and bridges?

If the answer to all four questions is "Yes", then in all
probability there is a justifiable need for an increase in the
wage scale.
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Other guides for reviewing salary and wage scales for county
highway employees include the information in Table I

(loose leaf

insert) which is a listing of Position Classifications and Salaries
in current use for Sub-District Personnel, ISHC.

Likewise HERPIC

compiles an annual Survey of Salaries for Indiana County Highway
Departments which should be of special interest in making comparisons between different counties.

See Listing of Selected References
in Section 1 - INTRODUCTION
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Section 6
ORGANIZATION OF OPERATIONS

1.

General - Establishing a plan of organization and operating

policy is another first-of-the-year action to be taken by boards
of county commissioners.

This section reviews some of the more

important items that should be considered in developing such a
plan of operations.
Ordinarily, the organization of operations should be worked
out in conjunction with making personnel appointments.

While the

county board very definitely has a responsibility for endorsing
and approving operating policies, the actual planning effort in
this matter can often best be done by the County Highway Engineer
and the County Highway Supervisor.
As the operating policies are developed, approved copies of
the policy statements should be posted on the department bulletin
board.

This insures that all the county road employees under-

stand the policy and operate within its framework.

2.

Objectives in Organization - County highway departments are

confronted with varying problems, depending on the terrain, soils,
climate, and traffic of the particular locality; likewise the
talents and skills of their employees as well as available funds
are important factors.

For this reason, the organization of

operations cannot be extremely rigid.

Yet, there are a few basic

management objectives that will apply to any county highway
department regardless of size or location.

The more common and
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basic objectives are presented and discussed here to provide
county road officials with some rather specific guidelines on
what constitutes a good

(a)

organiz~tion

of operations.

centralized Operation and Control - This is a basic

objective that: should be used by all Indiana county highway
departments in organizing operations.

As a carry-over from the

early days of local road administration, some county highway departments still insist on dividing the county into townships or other
districts for the purpose of assigning personnel and equipment.
This produces a very poor and inefficient organization, mainly
because of the fragmentation of effort and because there is no
overall direction and supervision of the work operations.

There-

fore, insofar as is practical, the organization of operations
should provide for centralized operation and control.

This means

that the control of work is concentrated in either the County
Highway Engineer or the County Highway Supervisor and that personnel
and equipment normally start and stop daily work assignments at
the county highway garage.
(b)

Delegation of Authority and Responsibility - Management

surveys of many varied organizations show that there is a frequent
tendency among top-level administrative personnel to fail to
adequately delegate authority and responsibility.

County highway

departments are certainly no exception to this failing.

Usually

this failure can be attributed to suspicion, fear and poor
orga.nization.
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The county board of commissioners delegate authority and
responsibility to the county highway engineer and the county
highway supervisor for carrying out road policy established by
the county board.

While it would be ideal, in turn, for the

engineer or supervisor to personally oversee all work operations
and issue all orders to all employees, such a procedure would
only be possible in small county road departments.

Thus, as

the size and complexity of county road operations increase, it
is essential that the organization of operations provide for the
engineer or supervisor to delegate some authority to the foreman
or assistants under them.

This means that each foreman or assistant

should have the authority to make decisions and issue orders
commensurate with his assigned duties; it also means the foreman
and assistants must be capable of handling the authority delegated.
(c)

No Employee Should Have More Than One Boss, and Each
Person Should Know to Whom He Reports and Who Reports
to Him - Even though rather long and wordy, this is a

basic objective of personnel management in any type of organization
and is especially needed in the planning of county road department
operations.

While it would appear self-evident that no one

should have more than one boss, this simple rule is frequently
violated.

In county road administration, for example, county

board members often feel compelled to give orders directly to
foreman and other road employees.

Confusion and frustration

result because the employee does not know whose orders are to be
followed; further, the engineer's or the supervisor's authority
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is undermined and if the practice continues, the organization
soon loses its effectiveness.

Therefore, in organizing operations,

make sure that each employee has only one boss.
(d)

Written Authority - Responsibility Relationships of
Key Pe,rsonnel - Here is a basic objective of organization

planning that is frequently overlooked by county road departments.
A written guide should be provided which sets forth the functions,
responsibilities, and authority relationships for the key positions
in the county road organization.

Each of the key personnel is

thus provided with a definition and a clear understanding of his
position.

Worry and confusion about authority and responsibility

are removed; further, the county board, the county highway engineer,
the county highway supervisor, and key employees alike will have
a plan in writing for all to see and live by.

Naturally, the

written guide on job specifications will have to be brought up to
date as the personnel or organizational needs change.
(e)

Organization Chart - Another basic objective in organizing

operations of the county road department is the development of an
organizational chart.

Such a chart is very effective in giving

the entire county road department a sense of "organization" -- of
team effort.
In developing an organization chart special attention should
be given to keeping the organization as simple as possible,
covering only the supervisory positions and organized with the
least possible number of supervisory levels.

Figure I presents

Figure 1.

Organizational Chart for Acme County, Indiana

Board of County
Commissioners

County
Attorney

County Highway
Engineer

County Highway
Supervisor

i Boo~ke~pe-r]
Construction
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[cos.~ uC1 e;kl

IStores
Road
Foreman
(Drainage)

C1 e rk ~

Road
Foreman
(Paving)

Equipment Operators, Truck Drivers, and Single Hands
Assigned as Required by Work Schedule

0'\

I
~

III

J
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a typical organization chart that might serve the needs of a
number of Indiana counties.

Such an organizational chart should

be displayed on the bulletin board or other prominent place so
that the entire county road department is familiar with the
divisions of work and the foreman or assistant in charqe.

3.

Personnel Policies - Besides salary level itself, this is the

next most sensitive area of policy-making that affects road department employees.

Personnel policies have a very direct influence

on morale and job interest.

Policies that are of trivial concern

to one person will have a terrific impact on another.

For these

reasons, personnel policies should always be carefully considered
before a statement of policy is made.

Personnel policies should

(

not take "wide-swings" from one year to the next; further, there
should always be compelling and justifiable reasons for decreasing
the available employee benefits.
Personnel policies should always be stated in brief concise
statements that leave no room for misunderstandinq.

Once adopted

by the board of county commissioners, copies of the policy statements, signed by the board of county commissioners, the county
highway engineer, and the county highway supervisor, should be
posted on the bulletin board so that all county road employees
will know and live by the policy.

(
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The following are items that should be considered in developing
a schedule of personnel policies:
(a)

Working Hours - time of starting and time of ending
day's work, with the amount of time allowed for lunch.

(b)

Location - place for starting and ending day's work,
except for drag men this should be the county highway
garage.

(c)

Working Days per Week - ordinarily five days per week;
however, a few counties regularly work saturdays.

(d)

Time Cards - information required and any special
handling instructions; explicit instructions are
needed here.

(e)

Sick Leave - if sick leave with full pay is allowed,
then state the number of days allowed per year.

(f)

Overtime - most generally handled as straight-pay
for overtime worked or compensatory time-off at a
later date for overtime worked.

(g)

Pay Periods - most counties pay once a month; however,
it is. permissible to pay twice a month; state day
(or days) of month the employee may expect to be paid.

(h)

Holiday Schedule - list holidays that are time-off
and if with payor without pay; the state of Indiana
officially recoqnizes 11 holidays per year, plus 2
additional on election years, for state employees;
however, the holiday schedule for the county hiqhway
department is at the discretion of the board of county
commissioners.
Refer to Burns 19-11-101 for schedule
of official holidays for State.
(See paqe Ga).

(i)

Vacation Leave - state number of days allowed for
vacation and whether with payor without pay; also
state months of employment before a new employee is
eligible for vacation leave.

(j)

Hospitalization - state premiums to be paid by employee,
the amount of premiums contributed by the county
(if any) and the benefits available to the employee.

(k)

Retirement - state premiums to be paid by employee,
the amount of premiums contributed by the county
(if any) and the benefits available to the employee.
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LEGAL HOLIDAYS IN INDIANA
(Burns 19-11-101)

January 1 • .

· . . • • New Year's Day

February 12 •

. • Lincoln's Birthday

February 22 . .

• • •

• .Washington's Birthday

(March or Apri 1). .

. • • Good Friday

(May) . •

. Primary Election

l-1ay 30

• • Memorial Day

July 4

Independence Day

(September) .

Labor Day (First Monday)

October 12
(November)
November 11
(November)
December 25 •

Discovery Day
·

• • • General Election
veterans' Day
• Thanksgiving Day
• • • • • • Christmas

"When any of said holidays (other than Sunday) comes on
Sunday, the Monday next succeeding shall be the legal holiday.

II
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4.

Purchase Procedure - The internal purchasing procedure of

the county road department is another item of policy that should
be included in the organization of operations.

The following

items should be covered in an approved policy statement which
should be posted on the department board.
(a)

Introduction - A statement that purchase procedure by

the county road department must conform to the state laws and the
regulations of the state board of accounts, which requires that
a purchase order must be issued for all purchases.
(b)

Persons Authorized to Purchase - The names of persons

that are authorized to make purchases for the county road department should be set forth.

The County Highway Engineer and the

County Highway Supervisor should of course, be authorized to
purchase.

In addition there usually should be a few other key

persons in supervisory positions that are given this authorization,
such as the Stores Clerk, Shop Foreman, or other foreman classifications.

Many counties have had outstanding success in having

all purchasing handled by the Stores Clerk, which places a
centralized control over this activity.
(c)

Purchase Orders - The purchasing policy should also

provide for the preparation and filing of purchase orders to be
handled exclusively by the Bookkeeper so that proper appropriation
accounts are encumbered for the estimated expense.

There are

seldom any justifiable exceptions to this arrangement.
(d)

Delivery Receipts - A statement should also be included,

instructing all county road employees that all purchases, purchase
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pickups, or purchase deliveries must be covered with a deli very
receipt, signed by the person receiving the materials.

This

would also apply to individual deliveries of bulk materials such
as stone, asphalt, gasoline, salt, or paving materials.
should be no exceptions to this procedure.

There

All such signed

delivery receipts must be turned-in to the Bookkeeper, promptly
at the end of the day.

5,

Stores Operation - Closely related to purchasing policies is

accounting and control of inventory purchases of supplies and
parts for use at a later date and as needed.

Most county road

departments place a Stores Clerk or Parts Man in charge of this
activity and make him responsible for the inventory, cost records,
and issuance of supplies and parts from stock, such as fan belts,
spark plugs, oil filters, screws, bolts, etc.

All such stores

of materials supplies, and parts must be under the exclusive
control of the Stores Clerk.
In developing the organization of operations it may be
desirable to include a policy statement concerning the stores
ooeration.

This is a matter that should probably be handled as

the need arises.

Obviously, any important changes in policy or

procedure should be covered by a posted policy statement that
outlines the changes required of the individual county road
employee.
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6.

Equipment Service and Repair Policies - This is an item of

operations planning that should be given prompt and thorough
attention.

While there are no hard and fast rules that can be

set down, a policy statement should be worked out by the County
Highway Supervisor and the Shop Foreman on "who does what and when",
regarding equipment service and repair.

Again, this should not

be left to chance; there must be a definite policy on the service
and repair of equipment that is completely understood by all
personnel assigned trucks and road equipment.
The mechanics of the operating policy on this matter will
vary from county to county depending on the amount of equipment
and the garage facilities available.

The primary objective should

be to provide a program of servicinq and lubrication for all
equipment that complies with the manufacturer's recommendations.
While a number of counties depend on the individual truck driver
to service and lubricate the particular truck assigned to him,
this practice has certain disadvantages.

If, for instance, the

road department operates 15 county trucks, this means that the
servicing and lubrication of the truck fleet is assigned to 15
separate individuals, which makes it difficult to keep records
and maintain a uniform equipment service program.
Several counties have demonstrated outstanding successes in
both uniformity and efficiency, by assigning the responsibility
for all routine equipment servicing and lubrication to a night
mechanic.

This arrangement has the advantage that (a) the trucks

and drivers get much more work done on the roads,

(b) the servicing
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and lubrication program is more uniform since the responsibility
rests with one person and,

(c) more complete and accurate records

are made on the date and cost of servicing equipment.
Regardless of the procedure that is adopted, the posted,
approved policy statement should present clearly and concisely
the schedule and frequency of servicing and lubrication for all
trucks and road equipment.

Also, there should be some method of

keeping a permanent record of the equipment servicing and lubrication.
The policy statement should also include instructions on the
information to be supplied on

7.

~epair

orders.

Reporting Complaints, Emerqencies, and Accidents - A number of

counties have developed policy statements and organized procedures
for handling complaints, emergencies and accidents, mainly to
insure a prompt correction of any irregularities for which the
county road department is responsible.

Reports of washouts, trees

across the road, collisions at intersections, rough roads, bridge
damage, etc. should be recorded and then a follow-up made to see
if the road crews have made appropriate corrections.

Therefore,

it may be desirable to include this as an item in working up an
organization of operations.

8.

Assignment of Personnel, Equipment and Work Schedules - Although

the last item listed, this is certainly one of the more important
items to be included in the organization of operations.

The

assignment of personnel, equipment, and work schedules involves

(
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more than first-of-the-year planning.

Such assignments must be

changed from month to month throughout the year in order to make
the most efficient use of men and equipment and to accomplish
the seasonal work at hand.

Therefore, it is suggested that the

County Highway Supervisor establish the practice of posting
bulletins, either monthly, weekly, or as needed, making assignments of personnel, equipment and work schedules.

This approach

provides mutual benefits to the entire road department since it
truly produces an organization of operations.

See Listing of Selected References
in Section 1 - INTRODuc'.rrON
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Section 7
PURCHASING FOR COUNTY ROl\DS

1.

General - Purchasing for county roads is the procedure or

continuing process used by county highway departments in the
procurement of property, goods, services and construction required for the maintenance and construction of county roads and
bridges.

Boa r ds of County Commissioners have a major responsi-

bility in the purchasing procedure since county boards are required by statute to approve all claims for payment filed with
the county.
Current annual expenditures by Indiana county hiqhway de partments for t he construction and maintenance of county roads
and bridges is approximately $54 million.

Fully 70 percent of

this amount is used in the purchase of materials, supplies,
tools, equipment, services o r construction required to carry out
the annual road p r ograms for the 92 county highway departments.
Thus, county road ope rati ons involve substantial expenditures of
public fun ds, and generally requires the qreatest dollar volume
of public purchasing in the county.
Indiana statutes, as well as good county road management,
requires that purchases for governmental agencies be made through
contracts awarded under competitive bid procedures .

The statutory

purchase procedures here in Indiana have been developed over the
past sixty years or so, have been amended a number of times, and
involve, in the case of county highways, several distinct pieces
of legislation.

For these reasons alone, county road officials,

particularly if they are new in t hei r

jobs, often have difficulty
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in determining the limits of their authority and responsibility
with respect to the statutory purchase procedure for county highway departments.
This section therefore reviews some general overall objectives
county boards should consider in purchasing for county roads.
Also, the main features of the statutes applicable to county road
purchasing are reviewed.

Commissioners should also make special

note of the following publication:
HERPle Guide Manual on
PURCHASING AND CONTRACTING BY
INDIANA COUNTY HIGHWAY DEPARTMENTS
This manual covers all the details of the purchasing and
contracting procedure to be followed by county road officials
including sample forms, exhibits, guide specifications and
purchasing laws.

The manual should be consulted therefore by

all county highway personnel, including the county highway engi neer, supervisor, cost clerk and bookkeeper, who are directly
responsible for executing the details of the purchasing procedure.

2.

Purchasing Objectives - In the process of purchasing for

county roads, there are some overall objectives that are essential to good county road management.

Some of these are re-

quired by statute while others are recommended in the public
interest.
(a)

Legal Requirements - Compliance with the legal re-

quirements is, of course, the primary objective in the
purchase procedure for county roads -- - also in all other
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(

county purchasing.

The purchasing laws have been drawn to

protect the public offic ial as much as to protect the use
of public funds.

For t hi s r eason , it doesn't make sense

to try to out-smart t he law when it serves the best interests of public official s .
Purchasing laws will not be r eviewed here: however,
one provision is worthy of emphasis because it is often
misunderstood.

It is an a bsolute requirement that ex -

penditures can only b e made from those budget classifi cations for which a sufficient unencumbered appropriation
exists.

Appropriations t o the required budget classifi -

cations can only be established by action of the County
Council.

And even thoug h an adequate cash balance may

exist in the County Highway Fund, unless and until these
funds have been appropriated by the County Council they
are not available for expenditur e --- and then only for
the budget classification f o r which the appropriation was
made.
(b)

Planned Purchasing - The pu r chasing program for county

h ighway departments s hould be carried out to a planned
schedule that is coordinate d with othe r phases of county
highway operation.

County highway departments should have

some definite plan or schedule for the purchase replacement
of operating equipment, pa rtic ular ly trucks, g r aders, main tainers, mowers and othe r items of equipment, that get
l"
\

steady, routine use.
Equipment replacemen t on a planned schedule, of say

r

every two or three years, helps keep the equipment in top
operating condition, re duc es down - time and repair costs,
and eliminates or at least r educes emergency purchasing of
major equipment.

Likewise, a planned maintenance and con -

struction program for the c ounty road system also provides
a basis for a planned purchasi ng p r ogram of road materials,
which generally encourages keener competition and lower
prices to the county.
FACILITIES.

See also Section 9 - EQUIPMENT AND
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(c)

Best Buy for County - Because purchasing for county

roads involves the use of public funds, there is an implied
mandate to seek the best buy --- the best value --- for the
county.

This perennial question of what constitutes the best

buy for the county must always be weighed against the various
alternates available.

In any event it must be borne in mind

that the low dollar price is not necessarily the best buy for
the county.
In order to pass judgment on the best buy for the county,
there must first be a clear picture of what is needed.

And

this can only be stated in terms of specifications on quality
or performance .

It is therefore mandatory that appropriate,

recognized specifications be used in purchasing for county
roads .
The best buy for the county often comes up on purchases
that offer discounts for orders of increased quantities .

Un -

less there are substantial dollar savings to be realized, it
is seldom justified to purchase in quantities that exceed
the anticipated annual needs.

Available inventory space and

possibility of deterioration or obsolescence are other
factors that should be considered in relation to quantity
purchases, regardless of the discount offered for volume
purchases.
Equipment purchase vs. equipment rental is another
common question in relation to what constitutes the best buy
for the county.

Outright purchase is most generally justified

and necessary for equipment items getting daily or routine
use.

Equipment rental is justified and necessary to serve

limited short-time needs and to meet emergencies.

The

problem lies with weighing the merits of purchase and ownership for an item of equipment against the merits of rental
and the limit of available funds.

As with other policy de -

cisions of the county board, this finally comes down to a
matter of judgment on each individual case.

y

,
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(d)

(

Fair Business Dealings - Purchasing for county roads

involve the use of public funds.

County road departments

therefore have an obligation to adopt purchasing policies
that provide fair treatment to their vendors and suppliers.
By the same token, the county should demand fair treatment
from their vendors and suppliers.

All too often, the

county is viewed as a "second- class" customer because of
lax requirements in years gone by .
In particular, the purchase procedure must provide
all prospective suppliers with equal notice and opportunity
to bid .

It should also provide for the receipting of the

vendors' deliveries by a representative of the county highway department.

Receipting should verify the quantity of

goods delivered against the quantity stated on the delivery
ticket.

Compliance with applicable specifications should

also be checked.

County road departments should give more

attention to the overall receipting phase of purchasing.
The county road department also has an obligation to
see that vendors and suppliers are promptly paid after delivery of goods or completion of work.

In the main, county

road purchases are made from local business firms.

There-

fore, maintaining their good will is important in developing
public support for county road improvement programs.

Besides,

prompt payment of bills often permits the county to take
advantage of important discounts.

3.

Specifications - Requisitions for machinery, equipment and

road materials are require d by statute to have detailed and
recognized standard specifications which allow competitive bidding (Burns 36-1114).

Specifications should never be left to

chance; they need not always be elaborate but should describe
clearly and concisely the item to be purchased such that there
can be no misunderstanding of the quality standards sought.
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Good specifications are reasonable in tolerance yet must not
contain loopholes that allow a bidder to evade any of the provisions and thereby take advantage of his competitors or the
county highway department.

Likewise, good specifications should

be capable of being met by several bidders for the sake of compe-

\.

tition and also should be capable of being checked to determine
acceptance or rejection.
Wherein possible, Indiana county highway departments should
use the standard specifications of the Indiana State Highway
Commission for road materials, such as stone, gravel, and bituminous materials.

In the case of supplies, standard commercial

grades should be specified.

Specifying "brand name -- or equal"

only leads to criticism and should be avoided except that brand
names must be used when seeking bids for repair parts.

Speci-

(

fications for machinery and equipment should be drawn so as to
consider the job or work to be done, the performance capability,
operating costs, versatility, and probable purchase price.

4~

Advertising for Bids - In Indiana, county budgets and ap-

propriations are made on a calendar year basis.

For this reason
I
\

county highway departments now take bids and let purchase contracts in December to cover their estimated needs for materials,
supplies and equipment.

Purchase contracts may also be let on

a quarterly basis, or semi-annually, or at any time during the
year providing adequate appropriations exist in the correct budget
classifications (Burns 26-536).
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In estimating annual needs careful attention should be given
to quantity; too little quantity may sacrifice volume discounts
and add costs for emergency purchases at a later date.

Excessive

quantity may create storage problems, excessive handling costs or

J

increased loss due to obsolescence.
Indiana statutes provide for a definite procedure to be followed in the matter of advertising for bids.

The legal notice

advertising for bids must state certain particulars such as the
time and place bids will be opened, the quantity to be purchased,
the time delivery is required, and the requirements for bidding
on the purchase contract.

Figure 1 shows a typical example

of notice to bidders advertisen in newspapers having general
circulation in county.
The particulars of the leqal notice and the bidding procedure
are set forth in the HEHPIC Guide r1.anual on Purchasing and Contracting by Indiana County Highway Departments.

This reference

should be consulted for the items of information required in the
legal notice and the publication schedule required by Indiana
statute.
For the most part the contents of the Notice to Bidders is
specified by statute (Burns 36-1114; 53-502; 26-542).

In ad-

dition to the information required by statute, it is recommended
that the Notice to Bidders also state that:
"Each class bid must be submitted on a separate
bid form and enclosed in a separate envelope,
with the item number and requisition number
marked on the outside of the envelope."
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NOTICE TO BIDD ERS

Notice Is hereby given that ,t he Board
of Commissioners of Dubois County. State
of Indiana. wlll ,receive sealed bids on
Ja nuary 6. 1964 ,and J an uary 7. 1964 to
furnish Dubois County. Indiana. the followIng supplies. materials a nd equipment for
use of the Department of Highways and
other County uses of Dubois County. Indiana
for the yea r 1964:
nem 1: Corrugated Metal Pipe & Plate
Arches and Aluminum Corrugated Pipe. all
sizes. 4.000 lineal feet or less.
Item 2: Reinforced Concrete Sewer Pipe.
sizes 10 Inches to 54 Inches In diameter.
2.000 feet or less,
nem 3: St ruc tural and Reinforcing Steel
as required. 50 to ns or less, State price per
pound,
Item 4: Bridge Floor Cleats. 1.000 pounds
or less.
nem 5 : Br idge Lumber. a ll sizes. W hi te
Oak and Red Oak. 150 ,000 board feet or less.
Item 6: Bridge Lumber. P ressure Treated
with creosote or wood preserver, all sizes ,
25.000 boar d feet or less,
nem 7: Dynamite. 3.000 lbs, or l ess;
Dynamite caps , electric and percussion,
3.000 or less; Dynamite fuse. 4,000 feet or
less.
Item S: Cement. 1.000 bags or less,
Item 9 : Pre-Mixed Concrete. 4. 5. or 6
bags ,to cubic Yard. 1.500 cubic yards or l ess ,
nem 10: Nalls and Spikes. a ll purpose
and sizes. 4 .000 lbs, or less,
Item 11 : Oxygen. 15.000 cubic feet Or less,
It"m 12 : Gr,ader Blades and Drag Blades.
5/ S" or less. 250 or less.
Item 13 : Highway Signs. a ll types and
&Izes except s top & Yield signs. 100 dozen
or less.
nem 14 : Creosoted wood a nd/or Steel
SI~n Posts. 100 dozen or less.
Item 15 : Paint. steel prime and finish
pain t and wood prime and fini sh pain t In
1 gallon or 5 gallon containers. 500 gallons
or less .
Hem 16 : Cylinder 011. Heavy Duty T ype ,
Services MS. DO. DM or DS meeting all
requirements of Supplemental List 1. 2.500
g·allons or less. to be dellvered to 3 County
Bub-Districts. Main Highway Garage at
Jasper and Dubois County Home at Ireland.
Indiana ,
Item 17: Diesel Fuel. #1. 32.000 gallons
or less . to be deli vered to 3 County SubDistricts. Main Highway Garage at Jasper
and Dubois County Home a t Ireland.
Indiana,
nem 18: Ga·sollne. regular gr,ade. bidder
to stat e octane rating. 92.500 gallons or less.
to 'ue delivered to 3 County SUb-Districts,
Main Highway Garage at J asper and Dubois
County Home at Ireland. Indiana.
nem 19 : Hydraulic Lift Oil. best grade.
500 gallons or less.
Item 20: Grease. (Trans mission. roller and
pressure) All-Purpose Types , 3.100 lbs, or
less. to be delivered to 3 County SubDlstrlots . Main Highw ay Oarage at Jasper
an d Dubois County Home at Ireland.
Indiana. Bidder state price per pound,

Fig. 1

Item 21: Batteries. on Filters and other
Accessories, as needed.
Item 22: Permanent Anti-Freeze. EthyleneGlycol Base, 300 gal. or less ,
Item 23: Tires and Tubes, sizes 5:00 x 14
and uP. F irst Line. 100 level. all Nylon
Tires. 200 each or less. Right reserved to
purchase In any ,and all levels as suitable
for the needs of the County,
Item 24: Bituminous Materials: MC. RC.
and Emulsified Asph alt. 450.000 gallons or
less ,
(A) F,O ,B. Jobsite a nd applied.
(B) F.O,B. Motor Paver at jobslte and
applied ,
(C) F,O,B , County Highway Garage ,
(D) F ,Q,B, Mixing Plant,
Item 25: Bi,tumlnous Material. mixed and
delivered to county trucks a t local mixing
plant. 2.000 tons or less,
Item 26 : Motor Paver Rental for bituminous material per ton of ma·terlal applled.
20,000 tons or less.
Item 27: Roller. hourly Tental for 5 and
10 ton roller, 500 hours or less,
Hem 2S: Crushed Stone . all sizes. Commerctal. F,Q,B, Jasper and Huntingburg.
Indiana, stockpUed. loaded and weighed.
30 .000 tons or less,
Item 29: Crtlshed Stone. all sizes. In bin
at local Quarries, 90,000 tons or less.
Item 30: Dozer and Equipment Rental.
per hour with operator. 1.500 hours or less.
Item 31: Brush and Weed Klller. 2-4 D
" " el 2-4-5 T complying with all Indiana
S ta te Laws Governing sale and usage,
400 gallons or less.
All Items to be dellvered In sizes and
Quan.tltles as ordered from time to time
by County Superintendent. County Highway
Department and County Home,
All prices. unless otherwise specified.
F.Q,B, County Highway Oarage. Jasper. and
Dubois County Home. Ireland. Indiana,
Commissioners reserve right to reject any
and all bids, and waive Informalities in
bidding an d to accept such bids as It deems
to be In <the best Interests of the County,
Each bid must be accompanied by a
suWclen t Commercial Bond or Certified
Check in an amount not less than 10% of
bid, of which wi11 be forfe l ted If their bid
shall fail to enter Into a contract and girve
bond In event bid Is accepted. Each item
bid, must be on a separate bid form and
in separate envelopes, designating the item
number. Commercial Bond or Certified

\

Check covering a ll bids to be included in

enve lo pe containing lowest item number bid,
if more than on e item is bid.

All bids. unless otherwise specified. shall
be considered ·a firm bid for the entire
contract, Bids shall be submitted on prescribed forms. Bid forms obtainable from
the Coun ty Auditor,
Bids on Items 1 to 15 Inclusive to be
received up to the hour of 1:00 o'clock p ,m ,
on January 6. 1964. and on Item 16 to 22
inclusive will be Teceived up to the hour
of S:30 a,m , on J,anu ary 7. 1964. and on
Items 23 to 31 inclusive wi11 be received
up to the hour of 1 :00 o'clock p.m. on
January 7. 1964,

A Typical Example of Notice to Bidders

(
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This procedure permits all bid proposals for a given item to

(

be opened consecutively and the bids compared without interruption.
Otherwise, it is possible to have several unrelated items bid by
one vendor on a single bid proposal, thus making it difficult to
organize the opening of bids in an orderly sequence.
It must also be noted that bids cannot be considered if submitted after the time stated in the Notice to Bidders.

5.

Accepting or Rejecting Bids - The Board of County Commissioners

receive and consider the bid proposals.

To avoid any possible

misunderstanding in connection with the opening of bids the Board
should insist that all bids be submitted in sealed envelopes as
previously recommended.
Bids must in all cases be opened publicly and read aloud at
the time and place stated in the Notice to Bidders (Burns 53-103).
After each bid proposal is opened, the bid prices should be reviewed by each member of the Board and then

ta~ulated

by the

County Auditor before the next bid proposal is opened.

It is

also required that all bids received shall be recorded permanently in a record to be known as the "Bidders Record."

(See

Figure 2).
Boards of County Commissioners have the right to enter into
a purchase contract with the lowest and best bidder.

County

boards should make a broad evaluation of what constitutes the
"lowest and best bid" for the county highway department, taking
into account both the short and long - range benefits of each bid
propos al .
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County (B ook) Porm No. 1IS-19Jl

Porm PrellCrlbed b, State Board of Acrou nts

BIDDERS RECORD

(

Date Bids were openedl_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 19_ __
Notice given onl _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

In-------~N.-m-.-.!~N~.w-.-,.-,,,----------7Loc
~.,~
..~.--Andon _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 19_ __

In---~N~.m~.~.7!N~.~w~.,~.,~.~
, --------~
LOC~.~,,~••~-Contract and Order for Purchase entered in
Commisaioner'a Record No .._.......................... page

Requi~ition

No.

It em
l'o.

DESCRIPTI ON

Quantity

Unit

Unit
Price
Bid

L'nit
Price
Bid

Unit

Pr:ce
Hid

Unit
Price
Bid

Unit
Price
Bid

Unit
Price
Bid

Uni t
Price
Bid

Unit
Price
Bid

Unit
Price
Bid

Unit
Price
Bid

NAME OF BI DDER

ACCEPTED

Date
Purchnse
Ordered

I

I

(

If low bid is re ected iii ve reason:

Reason for accepting bid higher than low bid :

. R.mArk. ,

I

Fig. 2

"Bidders Record" is a Standard Form
Prescribed by State Boa r d of Accounts.

(

I
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The "low-dollar bid" may not represent the "lowest and best
bid" for the county highway department.

Reasons sometimes used

for rejecting the "low-dollar bid" are:
- products have no proven service record
or have a questionable service record
- non-compliance with specifications
- undependable delivery service
- unreliable repair service
- distant sources of repair parts
In any event, the decision as to what constitutes the "lowest
and best bid" is a judgment for the Board of County Commissioners
on the merits of each bid proposal submitted.
The county board need not render a judgment on award or
rejection of a bid at the time of opening; however, in accepting
a bid other than the lowest, a reason must be shown in the

(

Bidders I Record.
The Board of County Commissioners may reject any and all bids
and re-advertise for new bids.

Some of the more common reasons

for rejecting all bids and asking for new bids are:
- non-compliance with specification
- only one bid submitted which indicates
lack of competition
- all bids too high
- total amount of bid exceeding the
available appropriated funds
Acceptance of a bid proposal by the Board of County Commissioners, also requires a confirmin.g purchase order to the
successful bidder within 30 days of the acceptance.

The purchase

order provides the vendor with a written authority to deliver the

(

materials, goods or supplies to the county highway department.
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SUMMARY OF

(

PURCHASING FOR INDIANA COUNTY ROADS
(Steps in Normal Procedure)
Step I -- Requisition for tools, supplies, materials and equipment
prepared by County Highway Engineer or Supervisor along
with applicable specifications.
(Note: - This assumes that adequate
appropriations exist in the budget
classifications covered by the requisition.)
Step 2 -- Requisition approved by Board of County Commissioners,
recorded in commissioners' minutes, and filed with the
County Auditor.
Step 3 -- County Auditor publishes Legal Notice advertising for
sealed bids on items set forth in requisition.
Step 4 -- Sealed bids received and reviewed by Board of County
Commissioners.
Step 5 -- Bids accepted and purchase contract awarded by Board
of County Commissioners; (or bids may be rejected by
county board).
Step 6 -- Purchase Order drawn authorizing Vendor to deliver
goods, materials or equipment to county highway department.
step 7 -- Goods, materials or equipment delivered by Vendor and
receipted by county highway department.
Step 8 -- Claim filed by Vendor (along with supporting invoices
and receipted delivery tickets) for payment of goods,
materials or equipment delivered to county highway department.
Step 9 -- Claim audited by County Highway Clerk or Bookkeeper for
correctness.
Step 10-- Claim advertised by County Auditor.
Step 11-- Claim considered for payment by Board of County Commissioners.

(
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6.

Open-Market Purchases - Under certain limitations and re-

strictions, Indiana statutes provide for open-market purchasing
without the taking of bids.

Even though permissive by statute,

county boards should not lose sight of the merits and benefits
that accrue to the county highway departments through competitive
bidding.

The following is a brief review of the conditions under

which open-market purchases are permitted.
(a)

Purchasing After No Bids Received - If the Board of

County Commissioners advertise for bids for materials,
equipment, goods or supplies as required by statute and do
not receive a valid bid therefor or for any item thereof, in
that event such items so sought or advertised for, may be
purchased on the open market without further advertisement
for bids (Burns 53-502).
County highway departments often fail to get bids on
certain items of supplies and materials particularly if the
items are relatively small quantities.

Under these conditions

the only recourse is to make open-market purchases; however
maintaining a Bidders List and mailing mimeograph copies of
the Legal Notice to prospective bidders helps reduce the
possibility of getting no bids.
(b)

Purchase By Board of County Commissioners - The Board

of County Commissioners may purchase materials and supplies
on the open market without the giving of notice or the receiving of bids where the total amount of any sur.h purchase
does not exceed the sum of two thousand dollars ($2000.00);
provided, however, that all purchases under the above provision shall be on a unit basis and purchases of materials
and equipment of a value in excess of two thousand dollars
($2000.00) on the open market under two (2) or more contracts
is prohibited (Burns 53-501).
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(c)

Emergency Purchases By Highway Supervisor - The Board

of County Commissioners may authorize the highway supervisor
to purchase supplies, tools, and materials not to exceed
five hundred dollars ($500.00) in anyone (1) month without
receiving bids.

The provision applies only to purchases

that are necessary for the efficient operation of the county
highway department.

Relatively few emergency purchases are

required where a conscientious effort is made to get firm
bids covering all the anticipated annual needs for supplies,
tools, and materials.
There are a number of other restrictions and limitations
on emergency purchases by the highway supervisor.

These are

not detailed here but may be found in the HERPIC Guide Manual
on Purchasing, etc.
(d)

Purchase Items Not Requiring Bids - The Board of County

Commissioners may purchase or procure the following items
without the giving of notice or the receiving of bids .

There

are no statutory requirements covering the procurement of
these items by county highway departments.

The applicable

costs are either established or negotiated rates.

In all

cases, however, an appropriation must be available in the
correct budget classification for a legal and valid claim to
be paid.

Except as noted, all items listed below must be

covered by a Purchase Order to officially encumber the expense
and to insure the availability of the appropriation.
Purchase Items Not Requiring Bids
(purchas e order not required)
Labor (purchase order not required)
Per diem or mileage allowance provided by law
(purchase order not required)
Utility service - gas, lights, telephone
(purchase order not required)
Ditch or other special assessments
(purchase order not required)
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Purchase Items Not Requiring Bids
(requires purchase order)
Rental of equipment (requires purchase order)
Rental of space or property (requires purchase orde r )
Repair parts for equipment which can only be procured
from the manufacturer of such equipment
(requires purchase order)
Repair of equipment by outside shop or repair service
(requires purchase order)
Insurance premiums (requires purchase order)

See Listing of Selected References
in Section 1 - INTRODUCTION

(

,
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Section 8
FOUR-YEAR ROAD PLAN

1.

General - Population growth, industrial development and a

continuing trend toward suburban living produces mounting demands
for better and safer county road services in all 92 counties of
Indiana.

Providing better and safer county roads with the limited

funds available, is a real challenge for county commissioners.
To get the most out of the "road-dollar" and to provide orderly
improvements for the total county road system requires patience,
perserverance and above all it requires a plan.
County road planning has been defined in many different ways.
Perhaps the definition that says it most completely is:
"The best road plan provides the right
road in the right place at the right time."
County commissioners seldom question the merits of this definition
but many are quick to point out that the ever-increasing demands
for improved county roads, plus limited funds and rising costs
makes it all but impossible to achieve such ideal, lofty results.
As a matter of fact, many county commissioners point to the
frustration of being caught between increased demands for road
improvement and insufficient road funds as the reason why county
road planning lags.

Yet, when funds are limited there is even a

stronger argument for better county road planning, for getting
the most out of the "road-dollar", for avoiding costly errors and
for better overall county road management.
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2.

Legislative Background - The idea of the "four-year road plan"

hasibeen discussed among commissioners for some years back, as a
means of providing a more orderly and logical approach to county
road improvements.

The" four-year" feature

\'las

given added

emphasis when the commissioners term of office was changed from
three to four years, through legislation by the 1963 General
Assembly.
The "four-year road plan" was given a more official status
through another act of the 1963 General Assembly, which mandates
the county council to appropriate 99% of the county highway fund,
at the time of their annual meeting, \-lhere the board of county
commissioners file a four-year plan for construction and improvement and a one-year plan for maintenance and repair (Burns 641902) •
This latter legislation was designed to encourage county
road officials to take a more positive approach to county road
planning and at the same time provide some assurance to the
county commissioners of favorable action by the county council
on annual budget for county road expenditures.

3.

Planning Objectives - The object of county road planning, in

t.his case the four-year road plan, is to provide a network of
county roads that will accomodate all the traffic needs --safely, efficiently and economically.

To achieve this end-result

requires a continuing collection of facts and information about
the county road system, including its condition, traffic use,
needs and costs.
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Because all of these items are subject to chanqe, county
road planning must be a continuing process, which seldom ever
reaches a terminal point where it is "finished."

On the other

hand, county road planning must have a real purpose and direction
and should never deteriorate into a production of lofty schemes
that fool or confuse the public.

In short, county road planning

should not be done just because its a "good idea."
To be useful and objective, the four-year road plan should
answer the perennial question:
"Which roads get 'black-topped' this year?
--- and the three succeeding years?"
These are tough, and often frustrating questions, that are
;of

constantly before the commissioners.

However, properly made

and based on good information, the four-year county road plan
will answer these and other questions on annual improvement
programs --- realistically, logically and impartially --- to
the credit of the commissioners and to the satisfaction (usually)
of the public.
The remainder of this section outlines information, steps
and methods recommended for developing a four-year county road
plan.

These recommendations are presented primarily from the

county commissioners point of view.

The information covers

broad, general requirements that commissioners need to formulate
policy.

Detailed specifications and instructions are left for

technical manuals to the County Highway Engineer and his aides.

8-4

4.

Elements of County Road Planning - Determining the improve-

ments needed (needs) and the order in which the improvements are
made (priorities) are basic goals in developing a four-year road
plan.

However, certain basic standards must be established and

certain items of information collected in order to measure needs
and set priorities.

The standards and information needed are

planning elements which allows the planning effort to proceed in
an orderly and logical sequence.
(a)
(b)
(c)
(d)
(e)
(f)

These planning elements are:

Road Numbering and Marking
County Road Inventory
Functional Classification of Roads
Geometric Standards for County Roads
Traffic and Accident Records
Rating County Roads for Condition

In the sub-sections that follow, guidelines on the use and
application of these planning elements are setforth.

All items

should be reviewed and up-dated annually; however, it should be
noted that the first four elements listed (a-d) change rather
slowly once the original determination has been made.

The last

two listed (e-f) however, often change from year-to-year and
therefore need to be up-dated annually.
As with many other phases of county road management, the
collection of data and actual work details will be performed by
other county highway employees, with the county board reviewing
and approving the various steps in the planning process.

There-

fore, these guidelines have been drawn primarily to assist the
county commissioner in understanding the kind of information required to formulate a four-year plan.
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5.

Road Numbering and Marking - The identification of each

county road by either number and/or name is highly desirable
for the convenience of the travelling public and is an absolute
necessity for road inventory and cost record use.

Indiana

counties have made substantial progress in getting the county
road systems numbered, road markers erected, and road maps
published.
For the great majority of the counties of Indiana, the
county road systems are laid out to follow or parallel the grid
pattern of land survey sections.

The most common and recom-

mended system of numbering county roads utilizes a
Road (or line) and a

(N-S) Meridian

(E-W) Division Road (or line) each of which

follows a section line passing near or through the county seat
town.

Roads parallel to these base-line roads are assigned a

number representing the distance from the corresponding baseline.

Such numbers are followed by a suffix of N, S, E, or W

to indicate the direction from the base-line.
Thus, a north-south road one (1) mile east of the (N-S)
Meridian Road is designated as 100 E.

Likewise, a section-line

road parallel to and four (4) miles north of the (E-H) Division
Road is designated as 400 N.

Or a road on the quarter-section

line that is about 3-1/4 miles west and parallel to the (N-S)
Di vision Road is designated as 325 Y-V.
Figure la shows an example of a small portion of a county
road map with roads identified by number.

Figure Ib shows a

standard road marker erected at a county road intersection.
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It should be pointed out that winding, meandering or skew roads
are usually identified by "name" rather than by "number".

6.

County Road Inventory - This is a necessary pre-requisite

for county road planning.

For the same reason that business-men

must periodically take inventory in order to measure business
progress, so likewise county road officials must take an inventory of the total county road system in order to establish a
starting point from which to measure county road progress.
As the term implies, the county road inventory is an itemized
listing of all road sections in the county road system, including:
road number (or name); length; right-of-way, roadbed, and roadway
widths; type of surface; road junctions; railroad crossings;
bridge structures; and minor drainage structures.

Separate

inventory data and records are collected for railroad crossings
and for bridges.
Ordinarily, county highway departments collect the inventory
data on the county road system, including railroad crossings and
bridges thereon, by sending out three-man field crews to "log"
distances, lengths, widths, surface types, etc.

In this respect

however, county road officials in Indiana are fortunate to have
county road inventory data and information already available from
the Indiana State Highway Commission.
The state-wide inventory of highways, roads, and streets
(all systems) was completed over the past several years and the
ISHC is in the process of making a re-inventory on a county by

~~~--~--~-~~----

--------------------------------

...
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county basis to keep the information current and up-to-date.
county road officials are therefore urged to secure copies of
the available information by making the appropriate arrangements
through:
Engineer of Planning Statistics
Indiana State Highway Commission
State Office Building
Indianapolis, Indiana
Reproductions of the complete set of road inventory cards
can be purchased for something less than $200, depending on the
size of the county.

Inventory maps, general transportation

maps, and county federal-aid maps for individual counties are
available on request from the planning office of the ISHC.
Thus, with a minor expenditure of funds, each county can have
inventory data available that would otherwise take several
persons several months to collect.

Figures 2a - 2d are ex-

amples of the maps and cards used to compile the county road
inventory information, which is available throuqh the Indiana
State Highway Commission.
The savings in time and expense through utilizing the
inventory information available from the ISHC should be selfevident.

Regardless of how it is secured, a complete inventory

of county roads, bridges, and railroad crossings is essential
for the development of a county road plan.
Once the road and bridge inventory is compiled the data and
information should be summarized to provide the county board
with road mileage figures by surface type, by roadway width, by
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COUNTY ROAD MILEAGE BY CLASSIFICATION, SURFACE TYPE, AND WIDTH OF ROADt'7AY
Arterial Roads

Feeder Roads

Local Roads
,

Width of
Surface
or Roadway
(ft)

Unsur- Gravel Bitum. Total
faced
or
or
Stone Conca
(mi)
(mi)
(mi)
(mi)

Unsur- Gravel Bitum. Total
faced
or
or
Stone Conca
(rni)
(mi)
(mi)
(mi)

Unsur- Gravel Bitum. Total
faced
or
or
Stone Conca
(mi)
(mi)
(mi)
{mil

under 14

8.9

County
Total
(mi)

8.9

8.9

I
.

14-15.9

4.3

16-17.9

10.6

18-19.9

17.2

4.3

6.4

6.4
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114.9
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5.2

15.8
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29.0
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425.3

35.8
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I
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NUMBER OF COUNTY BRIDGES BY CLASS OF ROAD, SAFE LOAD LIMIT, AND HORIZONTAL CLEARANCE
Arterial Roads
Horizontal
Clearance
(feet)

Safe Load - Tons
under 8-15
15 &
Total
8
over

One Lane
less than 18ft
Narrow
18ft - 22ft
3
Adequate
more than 22ft 2
Total

Feeder Roads

5

Local Roads

Safe Load - Tons
under 8-15
15 &
Total
8
over

Safe Load - Tons
under 8-15
15 &
Total
8
over

3

4

7
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Figure 3 - Examples of Summary Tables of County Road Inventory Data~ such summary
tables provide County Road Officials with an ov~ra11 measure of basic
Needs and Deficiencies on the~~,unty Road System.
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classification and by total system.

Likewise, the bridge inven-

I'
I

I

tory and railroad crossinq inventory should be summarized to
measure the over-all status of these road improvement problems.
Figure 3 shows some typical summary tables prepared from
inventory data.

County commissioners should also make use of

the individual county reports on bridqe inventory compiled by
HERPIC.

See HERPIC Bulletin No. 10 - "Inventory of Indiana

County Bridges".
The road inventory must be brouaht up-to-date and kept
current as changes or improvements are made on the county road
system.

New subdivisions is one common chanqe plus any and all

changes made throuqh improvements or reconstruction.

Unless

the inventory is kept current the records and information will
soon be of little value or use because of inaccuracies and
obsolesence.

7.

Functional Classification of County Roads - In providing

a network of county roads that will accomodate all the traffic
needs --- safely, efficiently and economically

county

commissioners and road user (the taxpayer) alike learn rather
quickly:
---that certain roads carry more and
heavier traffic than others;
---that certain roads have safety hazards as
evidenced by high accident records; and
---that therefore some roads are more
important than others.

I
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Likewise, the limited funds available for county road improvements
makes it impractical and impossible to assign equal importance
to all county roads.

Therefore, county roads must be classified

or grouped according to the function or kind of service they
perform --- hence the term functional classification.
The functional classification is an important and necessary
planning tool both for individual roads and for the county system
as a whole.

Geometric and design standards for road and street

improvements can be related to the class of road.

By laying out

a network of classified roads to serve the local community needs
and by assigning realistic standards to each class, county
commissioners can provide the hiqhest overall level of county
road service for the limited funds available.
A formally adopted (by ordinance) classification plan also
permits the four-year plan to be clearly stated.

It eliminates

the problem of making comparisons between roads and streets
that provide different levels and kinds of service.

It also

promotes better continuity and uniformity of specific route
improvements, thereby reducing the problem of scattered, unconnected improvement projects that go nowhere.

See Section 11-

County Road Code for model ordinance on road classification
plan.
(a)

Three-Level Classification - County road systems are

normally classified into three levels of service --- Arterial
Roads, Feeder Roads, and Local Roads.

This provides a high-

low-intermediate arrangement that keeps the classification

--
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simple and permits reasonable standards to be assigned to
each separate class, thus providing the best overall service
at the least cost.

The following serve to define the three

levels of classification for rural county roads.
RURAL ARTERIAL ROADS
1.

Connects population centers with other
arterial roads and state hiqhway system.

2.

Establishes through routes of travel.

3.

Occurs at reasonably regular intervals to
collect traffic from feeder and local roads.

4.

Connects with arterial routes in adjacent
counties.

5.

Connects with major street systems of
cities and towns.

6.

Establishes an integrated network of
arterial routes.
RURAL FEEDER ROADS

1.

Collects and channels traffic from local
roads to the arterial road system.

2.

Serves minor population centers not on
arterial routes.
RURAL LOCAL ROADS

1.

Provides access to abutting property.

2.

Provides local community service.

A similar and parallel set of definitions is applicable
to urban thoroughfares and streets.

The three levels of

classification are usually identified as Urban Arterial
Streets, Urban Collector Streets and Urban Local Streets.
These details are not presented here since the county
commissioners' jurisdiction and planning effort is primarily

--

-
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COUNTY ROAD CLASSIFICATION MAP

BLACKFORD COUNTY
INDIANA
BASE MAP PREPARED BY THE INDIANA STATE HIGHWAY COMMISSION, PLANNING DIVISION,
IN COOPERATION WITH THE U. S. DEPARTMENT OF COMMERCE, BUREAU OF PUBLIC ROADS

SCALE MILES

1960

Figure 4 - An example of a County Road Classification Map
for Blackford County, Indiana. This is only an example
--- the actual road classifications adopted by Blackford
County Road Officials may be different than those shown
in this illustration.
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in rural areas.

However, it must be recognized that the

rural and urban networks must be coordinated to perform
as an integrated network.
(b)

Classification Objectives - There are no standard

rules or "magic formulas" on how to classify the county
road system.

The desirable number of arterial and feeder

roads will depend on a number of factors, such as:
1.

The size of the county and the total
mileage in the county road system;

2.

The total population of the county and
the number and population of cities or
towns in the county;

3.

The mileage and network arrangement
of state highways serving the county's
travel needs; and

4.

The number, size and location of traffic
generators within the county, such as
factories, schools, recreation centers,
etc.

The classification process ultimately gets down to
a "map-study" of the county road system, population centers,
state highway systems, traffic generators, and land-use
patterns coupled with the selection of specific county road
routes to form an efficient network of arterial and feeder
roads.
Obviously, the more roads classified as Arterial and
Feeder, the higher the overall level of service provided.
However, an excessive number of Arterial and Feeder Roads
makes the whole proposition self-defeating from a financial
standpoint.

Therefore, there must be a reasonable balance

in the level of service provided by the total system.
(c)

Classification Guidelines - One rule-of-thumb, that

is reasonable and has proven satisfactory, is to lay-out
the network of Arterial and Feeder Roads so that all road

8-12

users are within approximately 1-1/2 miles of either an
Arterial Road, a Feeder Road or a State Highway.

This

means that State Highways, County Arterial Roads and
County Feeder Roads should occur at about 3-mile intervals,
(urban areas closer spacing) with all of the intervening
roads classified as County Local Roads.

In counties where

the road systems are laid out on a mile-square grid system,
such an arrangement would allocate approximately 2/3 of all
rural roads to a Local County Road classification.

Certain

roads may fall into the arterial classification because
they serve crossings to barriers --- such as major rivers
or Interstate Highways.
The Arterial Road System will normally constitute
5 to 15 percent of the total county road mileage
and will carry average daily traffic volumes
ranging from about 400 vehicles a day to several
thousand vehicles a day.
The Feeder Road System will normally constitute
another 10 to 15 percent of the total county road
mileage and will carry average daily traffic
volumes ranging from 100 to 400 vehicles per day.
The Local Road System will naturally constitute
all of the remaining county road mileage and will
carry low daily volumes of traffic, usually less
than 100 vehicles per day. This system provides
a minimum level of local community service plus
access to abutting property.
It should be recognized that the quidelines set forth
above are not "absolute" and may vary considerable depending
on density of population and land-use factors.

Urbanized

counties, sparsely populated counties and counties that
contain extensive areas of forest lands or military reservations usually present unique problems not normally encountered.

Likewise, it should be recognized that network

classification should not be based solely on traffic count
--- route continuity of a particular class is also important.
SPECIAL NOTE: County Road Officials should also consult
the county road classifications reported in the County
Needs Study Reports prepared for the Highway Needs Study
Committee pursuant with Chap. 465, Acts 1965.

l
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Another rule to follow in laying out the classified
road systems is to always begin and end a given class of
route (road) with another road of equal or higher classification.

For example, arterial roads should begin and

end at either another arterial road or a state highway.
This produces an integrated network of road classification
that channels traffic into a higher-order road system.
The only exception to this would be arterial roads for
instance, that serve as a single access road to a huge,
isolated traffic-generator, such as a factory complex, or
military reservation.
(d)

Two-Level Classification - County road systems may

also be classified into two levels of service --- Arterial
Roads and Local Roads.

This arrangement is often used to

simplify the allocation of state-collected revenues to a
network of "main-line" roads in the county system.

The

two-level classification is also somewhat easier to explain to both the road-user and the public.
Where the two-level classification is used, the
functions and definitions for "arterial-road-system" are
extended to cover all of roads providing the upper level
of service (both arterial and feeder roads previously
noted).

Thus, "arterial roads" (for two levels) would

normally constitute 15 to 30 percent of the total county
system and would carry average daily traffic volume ranging
from 100 vehicles per day upward.

The "local-road-system"

(for two levels) would again constitute all of the remaining county road mileage carrying low daily volumes
of traffic of less than 100 vehicles per day.
While the two-level classification has the advantage
of simplicity, it is still considered necessary from the
standpoint of economics and adequacy to provide at least
three levels of standards, as outlined in the following
SUb-section.
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8.

Geometric Standards for County Roads - If the county road

plan is to combine economy and safety, it logically follows
that geometric standards of width, gradient, curvature and
sight distance must be adopted as a part of the plan.
of standards are commonly employed:

Two sets

Design Standards and

Tolerable Standards.
Design Standards are used for the construction and
reconstruction of county roads; such standards are
based on design practice which experience has

shown

will provide economy, safety and performance in new
road improvements.
Tolerable Standards are used to measure the adequacy
of existing county road systems; such standards
represent the lowest values that will provide a
reasonably satisfactory service.
Roads that fail to meet the tolerable standards are inadequate and need improvement.

Such roads should be improved,

either spot improvements, betterments or reconstructed, to the
design standards adopted by the county board.

In this way,

the expenditure of road funds will produce long-term benefits.
Table 1 presents design standards and tolerable standards
recommended for Indiana county roads.

The design standards

recommended are essentially the same as the geometric design
standards published by the American Association of State Highway Officials.*

The AASHO standards, which use traffic volume

*A POLICY ON GEOMETRIC DESIGN OF RURAL HIGHWAYS - 1965, American
Association of State Highway Officials, 917 National Press
Building, Washington, D.C. 20004, 1965.
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Table 1 - DESIGN STANDARDS AND TOLERABLE STANDARDS
RECOMMENDED FOR INDIANA COUNTY ROADS
(Rural Two-Lane Highways)
Road
Classification

Local

Average Daily
Traffic, vpd.

Terrain

Design Speed,
mph.

Curvature,
max. deg.

Grade,
max. pet.
Stopping Sight
Distance,
feet (min. )

Surface width,
feet

Shoulder Width,
feet

R-O-W width,
feet

* ( )

Feeder

Arterial

1 - 99

100 - 399

400 - 999

Flat Roll- Hilly
ing

Flat Roll- Hilly
ing

Flat Roll- Hilly
ing

50

40

30

50

40

30

60

50

40

7.0

11.5

21.0

7.0

11. 5

21.0

4.5

7.0

11. 5

5

8

4
*(6)

6
(8)

350

275

20

20

* (18)

(18)

9
(11)

4
(6)

6
(8)

9
(11)

3
(5)

(7)

(10)

200

350

275

200

475

350

20
( 18)

20
( 18)

20
(18)

20
(18)

24
(22)

22
(20 )

(18)

275

20

6

6

8

8

8

10

10

10

* (4)

(4)

(4)

(6)

(6)

(6)

(8)

(8)

(8)

50

50

50

60

60

60

80

80

80

(40)

(40)

(50)

(50)

(50)

(60 )

(60)

(60)

6

*(40)

indicates values for Tolerable Standards
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and design speed as independent variables, have been adapted to
the functional classifications of county roads outlined in the
previous sub-section.

Tolerable standards are of course somewhat

less than the AASHO criteria.

Figure 5 shows by graphic outline

the standards of width for county roads.

,

Traffic volumes of 100, 400 and 1000 were used as division

·1

points in the functional classification, since experience has
shown that the character of needs, maintenance and performance
usually change at about the values.

However, the county board

should always remember that the standards actually depend on
traffic volume rather than the road classification.

Traffic

volume must therefore be the dominant factor in setting
standards --- likewise in establishing the need for road
improvements •.
Faced with mountinq demands, for improved road services
on one hand and with limited road funds on the other, county
commissioners have traditionally been skeptical of adopting
adequate standards.

In an effort to satisfy pressure groups,

county boards have all too often used standards that would
"s-t-r-e-t-c-h" the road dollar rather than standards that
would produce long-term benefits.

High maintenance costs,

congested roads and traffic safety hazards have been the
result.

If these problems are to be brought under control,

county boards must therefore face up to the necessity of
adopting adequate geometric standards for county roads.
)
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DESIGN STANDARDS AND TOLERABLE STANDARDS
RECOMMENDED FOR INDIANA COUNTY ROADS
DESIGN
STANDARDS

REQUIREMENTS FOR WIDTH

*

TOLERABLE
STANDARDS

LOCAL
COUNTY
ROADS

1-99 vpd

50'

I',
~
I

LOCAL
COUNTY
ROADS

1,6' I

I~

60'

;1:'

~

I

ROADS

I"

8' l

22'

100-399 vpd

80'
ARTERIAL
COUNTY

~

ROADS.

I

I',

COUNTY

COUNTY

,;I:

1-99 vpd

FEEDER

FEEDER

"I

20'

24'

100-399 vpd

"

l8' 'I

ARTERIAL

I~

COUNTY

I

399-999 ".,d

ROADS

,,

'I
I

rI

"i

ROADS

,,

399-999 vpd

* Recommended

Right-of- Way Width is exclusive of any additional
width that may be required for Cuts 01" Fills.

Figure 5

-

--------------------------------------------
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9.

Service Rating - The kind and type of service that a given

road section provides to the local community is another basic
factor in building a four-year road plan.

Thus, a service

rating is used to measure the importance of a road in relation
to other roads of the same classification.
There are a number of items that may be considered in
weighing the importance of a road, such as traffic volume,
number of properties served, the number of traffic generators
served (factories, schools, warehouses, etc.), or whether a
school-bus, mail or milk route.

Of these however, traffic

volume, expressed as average daily traffic (ADT) provides the
~

best overall measure of road use.
Closely related to traffic counts on the county road
system is the matter of accident records.

High-accident

roads usually reflect high traffic volumes plus deficiencies
in standards and/or traffic control.

The traffic records and

accident records therefore complement each other and when
used together provide a quick "indicator" of where critical
needs exist ..
If county highway departments are to develop a realistic
four-year road plan that combines economy, adequacy and safety
then the board of county commissioners must insist on the
90llection of traffic and accident records.

This activity

need not be a continuous daily activity but should be a
continuing program of data collection assiqned to a specific
group of highway personnel.

Many county highway departments

(
;

\

//
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have had outstanding success in combining this activity with the
erection and maintenance of traffic control signs and other
traffic safety programs.

Some suggested guidelines on traffic

and accident records follow.
I;

Ca) Traffic Counts - Continuity in the traffic-count program
is essential to its understanding and support by the road
user in the local community. Portable road counters should
be a common occurrance on the local scene; otherwise local
residents will instinctively (and often mistakenly) identify
the presence of a tr,affic counter with some mythical road
improvement "about" to be made in their community.
County road officials should also avoid the mistake of
using the traffic counter as a defensive weapon to "prove"
that requests from local residents for road improvements
are not justified. This only encourages the local residents
to "stuff-the-ballot-box" by making false inputs into the
counter. If traffic counts are gathered as a continuing
program then "unjustified" requests can be answered with
convincing re-assurrance to loca'l residents.
The details of organizing the traffic count program
is somewhat involved and is therefore left to technical
manuals of instruction. However, the collection and
summary of traffic and accident records should be assigned
to the County Highway Engineer and his staff.
There is considerable traffic count information
available from the Indiana State Highway Commission. The
Planning Division (ISHC) has a continuing traffic survey
program that samples traffic counts on all federal-aid
systems (including county FAS routes) on a four-year cycle.
Every effort should be made to utilize the traffic count
information available from the ISHC. Likewise, records of
all traffic accidents occurring within the county should
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be obtained from the state, city and county law-enforcement
agencies having jurisdiction.
(b)

Traffic and Accident Maps - Traffic count and traffic

accident records should be compiled in the form of maps so
that the county board, and road-user alike, can readily determine the county roads carrying the heaviest volume of
traffic and the county roads with the highest accident
record.

In predominately rural counties, traffic count

information can be compiled on county road maps by individual count stations; for urban counties such information
may be delineated by a traffic flow map for the county.
In the case of accident records, each accident location should be indicated by a map tack, using different
colors of map tacks for accidents-vs-fatalities.

In this

way the county-wide pattern of accident-prone roads can be
presented in graphic map form.

Figure 6 shows such a

traffic accident map for the county road system in
Tippecanoe County.
Each board of county commissioners will find that an
up-to-date traffic-volume map and a traffic-accident map
for their county will prove to be an extremely valuable
planning tool.

Their value lies not only in weighing the

importance of a road and the need for improvement but also
in providing answers to the inquiring public on the fouryear road plan.

Such maps should be compiled annually on

a calendar year basis to provide current up-to-date
planning information.

10. Condition Rating - This element of county road planning
compares the design standards with the actual road condition
and expresses the extent to which the road (or bridge or railroad crossing) is deficient.

The deficiency of condition is

)
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Table 3 - DEFICIENCIES AFFECTING CONDITION RATINGS

Typical Roadway Deficiencies
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Poor base support
Poor drainage
Poor condition of surface
Narrow roadway
Narrow shoulders
Sharp curves
Steep grades
Poor sight distance
Traffic capacity too low
High maintenance costs

Typical Bridge Deficiencies
1.
2.

Low load capacity
Structural deterioration

3.
4.
5.
6.
7.

Narrow horizontal clearance
Low vertical clearance
Waterway opening too small
Poor alignment of approaches
High maintenance costs

Typical Railroad Crossing Deficiencies
1.
2.
3.
4.

Rough crossing
Crossing too narrow
Poor sight distance
Poor approaches

5.

Inadequate protection

8-l8b
Table 2a - CONDITION RATING OF RURAL ROADS*
ITEM RATED
[Geometric Elements - 50 Points]

MAXIMUM
POINTS

Surface Width

20

Shoulder Width

10

Average Safe Speed

20

[Structural and Drainage Elements - 50 Points]
Surface Riding Quality

10

Structural Strength
(Surface and Base)
Drainage
(Grade-Line, Cross-Section & Culverts)

20
20

TOTAL

100

Table 2b - CONDITION RATING OF URBAN ROADS*
ITEM RATED
[Geometric Elements - 30 Points)
Surface Width (Useable)

\

MAXIMUM
POINTS
30

[Structural and Drainaqe Elements - 70 Points]
Surface Riding Quality
Structural Strength
(Surface and Base)
Drainage
(Grade-Line, Cross-Section & Storm Sewer)
TOTAL

10
40
20
100

*Rating Schedule and Values from, ADVANCE ROAD PROGRAMS,
National Association of County Engineers, 1001 Connecticut
Avenue, N.W., Washington, D.C.
20036

I
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Traffic Accident Map, Tippecanoe County, Indiana,
for 196B. Each accident location is identified by a map
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usually expressed as a numerical index.

Thus, given two roads

of equal importance, the road having the lower condition rating
would generally warrant a higher priority for improvement.
The condition rating of county roads is normally collected
by a three-man "logging-crew" that makes a logical and orderly
coverage of the entire county system.

Some of the information

required for the condition rating is available as road inventory
data; however, certain items of road condition are subjec't to
seasonal change and must therefore be "rated" annually.
The condition rating is normally applied to the list of
road elements setforth in Tables 2a-2b.

The "perfect road"

would be assigned the maximum points indicated and would receive
a condition rating of 100.

Likewise, any road element that was

totally deficient would receive a rating of zero.

Thus, a road

with a condition rating of 70 is in better condition than a
road with a rating of 50.

Some suggested guidelines on condition

rating of roads follow.
Typical Deficiencies - The field rating of roads for
condition involves many details and requires appropriate
forms and an experienced "rating" crew. The actual condition
rating, though easily made, involves many details which
should be left to a technical manual on this subject. However, some typical deficiencies commonly found on county
roadways, bridges and railroad crossings are setforth in
Table 3.
(a)

Deficiencies-vs-Road Class - County commissioners should
note however that the condition rating should only be used
to compare roads providing about the same level of service.
(b)
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Thus, the condition ratings of Arterial Roads should only
be compared with ratings from other Arterial Roads, etc.
For the sake of uniformity and consistency, the field
crews should rate all the roads in one classification,
before starting on a different classification.
It should also be noted that a similar and parallel
set of condition ratings are required for bridge structures
and railroad crossings.
"1_'

Again these details are to be

considered in technical manuals.

However, the same as

with roads, the condition ratings for bridges and railroad crossings should be grouped by road classification
for comparison.

11. Summary of Planning Elements - Measuring needs and setting
priorities are basic goals in county road planning.

The fore-

going parts of this section setforth items of information that
are pre-reqUisite to this phase of the four-year plan.

The

roads in the county system must be named or numbered for identification: they must be inventoried for all physical features;
i.e., length, width, type surface, bridges, etc.; they must be
classified (by function)

for the type of service provided.

Next, geometric standards (based on traffic volume) must
be established for each road classification; traffic and
accident records must be gathered annually; and a condition
rating established for each road by comparing existing conditions against the applicable geometric standards.

Nith the

collection of these several items of information, the County
Highway Engineer and his aides can proceed with the measuring
of needs and a listing of these needs in order of their importance.
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12. Measuring Needs - For a given road this is a matter of translating the deficiencies of the condition rating to an estimated
estimated cost for bringing the road up to its assigned standard.
Such cost estimates are normally broken down into costs for
engineering, right-of-way and construction.
In practice each road section, each bridge structure and
each railroad crossing must be analyzed separately.

The record-

keeping on Service Rating, Condition Rating and Improvement Needs
is coordinated by using an appropriate form, such as shown in
Figure 7.

This brings all the pertinent items of information

together for review, analysis and comparison with other road
sections.
In measuring needs, the immediate needs of course, get considered first; however, attention should also be directed to
long-range needs.

Roads in the path of urban growth, or to

serve industrial parks, recreation areas or new schools being
planned for the future should be considered in long-range needs.
Many existing roads that currently meet Tolerable Standards must
eventually be up-graded to meet the assigned Design Standards
(see Item 8, this section); these needs must also be included
in long-range needs.
County Commissioners should realize at this point that county
road planning is a continuing process and that continuity is
needed in the collection of data and in keeping the Improvement
Needs up-to-date.

Commissioners must therefore insist on the

assignment of a competent nucleus of highway personnel to this

BLANK COUNTY
IMPROVEMENT NEEDS.AND PRIORITIES
ROAD DATA SHEET
IDENTIFICATION
12../f
1. Road number
2. Section length ;:( • ~
3. Federal-aid; Yes ~ ~NO

4.
5.

(v(
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PRIORITY.
ANALYSIS

Section number 1-4"
Log. mi. /. 9 :z. to -'r,05"

Arterial (~
( )
Feeder
( )
Local

CLASSIFICATION
6. Rural ~W
Urban ( )

SERVICE CHARACTERISTICS (Rural Local Roads onl~)
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8. Mail Route ( ), School Bus ( ), Other (specify)
( ) , Stub route (no pts.)
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19. Riding
Quality
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20. Structural
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IExcl
1 FAIR

8

21. Drainage

20 .18 16 14 12 10
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8

I
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4
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I

I
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-

.:;,
I
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0
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5

0
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2

/5

0
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22. CONDITION RATING

/:,0
,

23. PRIORITY RATING - Based on Service Rating and Condition Rating
TYPE OF IMPROVEMENT
24. OO-No Construction
~Base Widening
o Bit. Resurface
03-Bit. Surface
04-Base & Bit. Surface

,

OS-Base & Cone. Pave.
06-Grade, Base & Bit. Surf.
07-Grade, Base & Cone. Pave.
@OtherShouU,.. W/~/'n3

35

i

~3.3 140

25. COST OF IMPROVEMENT
Engr il/.500 R/W /900 Constr • .30000 Total
Field Analysis by

Bf$,.

Date rl'¥~J Approved by

R~

Date

/;/I.,r~tf
,i

»

Figure 7 - Form for Rating Road Service, Condition, Needs
and Priority. This form adapted from an example in NACE
Manual on Advance Road Programs. (See reference this section)
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activity; Commissioners must also insist that a County Needs
Study Report be developed to list and summarize the total needs
of all roads (by class) in the County System.

Such a report

will provide the County Board and Public alike with an insight
to the difficult problem of getting the most out of the roaddollar and at the same time meeting the demands for better and
safer road services.

13. Setting Priorities - This is simply a matter of establishing
the order and sequence in which the improvements are to be made.
While setting priorities is simple in principle, this is one of
the most difficult and frustrating decisions the County Board
has to handle.

The problem lies with the fact that the demands

for improvements usually exceed available

funds~

often provides relief for a very small group of

this situation
problems~

while

leaving a great number of otherwise justifiable requests unsolved.
True, these hard-Zine decisions of what-eomes-first often draw
criticism; yet this is one of the main functions of the County
Board --- to set policy; to up-grade the total county road
service; and to get the most out of the road-dollars available.
Setting priorities is usually reduced to a Priority Rating
that combines the Service Rating (relative importance) and the
Condition Rating (relative deficiency)

yielding a single

priority rating number for the ranking of improvement projects.
Technical manuals on county road planning* often reduce the

*ADVANCE ROAD PROGRAMS, National Association of County Engineers,
1001 Connecticut Avenue, N.W., Washington, D.C. 20036
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priority rating to a formula which will not be covered here.
Regardless of the technique used, a priority listing must
be developed for each Road Classification; i.e., Arterial,
Feeder and Local.

The ranking of improvement projects in order

of priority will be dominated by the relationship of Condition
Rating to Traffic Volume.

However, the order of rankings should

be adjusted by weighing the priority listings against certain
other factors, setforth here in order of their importance.
(a) Accident Records - High traffic counts and high accident
rates usually go together; however, accident records must be
considered separately in order to "spot" roads and locations
where road conditions contribute to accident hazards. If
such is the case, then advancing the priority of certain
projects may be justified.
Route Continuity - Priority ratings dominated by road
conditions and road traffic considerations often by-pass the
inherent benefits of eliminating gaps in a route improvement.
Therefore route continuity may on occasion, justify advancing
the priority of a given project that will complete a through
connecting link in the county road system. This consideration
may also arise in coordinating connections with other road
and street jurisdictions; such as new highway or street improvements, by state, cities or adjacent counties.
(b)

Geographic Distribution - Priority ratings may also
overlook the geographic balance of improvement projects.
Programs that tend to favor one group or area of the county
eventually draw criticism. Therefore it may be justifiable
and necessary at times to advance the priority of certain
projects so that there is reasonable geographic distribution
of improvement projects.
(c)
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14. Four-Year Improvement Plan - Assembly of the four-year road
plan is simply a matter of matching the list of priority projects
and corresponding needs against the funds available for road improvement.

However, this simple statement of plan is not always

easy to apply, since it is often difficult to make a realistic
estimate of funds available for road improvement.
Because the gas tax funds (MVHA) are general-purpose funds
and can be applied to any category of county highway expense,
framing the four-year road plan ultimately involves a review of
the total budget process.

Thus, there is no clear cut division

between the road planning process and the road budget process;
actually each complements the other.

However as is pointed out

in Section 10 - County Road Budgets, a good road plan makes
budget planning easier and more realistic.
A detailed review and outline of estimating funds available
for road improvements will not be included here; this matter
should be left to the County Highway Engineer, Supervisor, Cost
Clerk and Bookkeeper.

However, it should be apparent that the

county highway department's responsibility for general road
maintenance and traffic services makes it necessary to satisfy
the budget requirements for salaries, personnel, equipment needs
and operating expenses ahead of the four-year road plan.

Like-

wise, the budget requirements for a minimum-level maintenance
program must be satisfied ahead of the road improvement program.
All of this points up that for the limited funds available,
efficient COUNTY ROAD MANAGEMENT is needed to reduce the costs
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of operation and maintenance, which in turn releases more funds
for county and road improvements, which if properly made will
further reduce maintenance costs.

Given sufficient time, county

boards using this improvement cycle can ultimately upgrade the
overall level of road service.

The following are other guide-

lines for assemblying the four-year plan.
(a) Budget Planning - While county road planning should be
a continuing, year-round activity, the process gets rather
specific during July, with the preparation of the annual
budget estimate. The annual road budget therefore represents
a one-year slice of the county's four-year road plan, which
also includes the annual maintenance program for the year
ahead. Both the construction plan and maintenance plan must
be rather specific in settinq out a proposed work program.
Figure 8 presents a suggested outline of information to be
covered in the four-year work program. A model four-year
road plan has also been included in the County Road Code
(see Section 11).
(b) Source and Allocation of Funds - In framing the fouryear road plan the county board must consider the source
and permissible application of available funds. MVHA funds
are general purpose funds and can be used for any category
of county highway expenser whereas, cumulative bridge funds
are dedicated exclusively to the construction and repair of
bridges.
FAS funds, on the other hand, can only be applied (5050 matching) to new construction or reconstruction of road,
bridge or RR flasher projects located on County Federal-Aid
routes. The new Local Road and Street Account (LRSA) established by the 1969 Indiana General Assembly can only be
applied (75-25 matching) to engineering, construction or
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Acme County
FOUR-YEAR ROAD PLAN, 1970-1973
Including Maintenance Plan, 1970
A. County Highway Improvement Program, 1970
1. Project Improvements on Arterial Roads
a. Project Identification; location, length, type project.
b. Construction Work; why needed, resulting improvement.
c. Cost Estimate; break-down by categories of work.
2. Project Improvements on Feeder Roads
a.
b. (Same as for Arterial Roads)
c.
3. Project Improvements on Local Roads
a.
b. (Same as for Arterial Roads)
c.
B. County Highway Maintenance Program, 1970
1. Bituminous roads to be sealed: list by class of road, name
or number of road, and length of each sealing project.
2. Bridge repair and maintenance; list by class of road, name
of road, stream crossing, and work at each location.
3. Safety Programs; list signing, marking, striping and
channelization projects planned.
4. Routine Maintenance: list roads to be bermed, ditched,
gravel or stone added, dust control in front of homes,
weed and brush control, etc.
5. Emergency Maintenance: snow and ice control, flood damage,
spring patching, etc.
C. County Highway Improvement Program, 1971-1973
( Same as for 1970; list by years and by class of roads)

Figure 8 - SUGGESTED OUTLINE OF FOUR-YEAR ROAD PLAN
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reconstruction of roads, streets or bridges1 however the
county's 25% share can be obligated from any other existing
funds available to the county highway department.
County boards should also review the allocation of
available funds between arterial roads and local roads;
likewise, the allocation of funds between roads, bridges
and railroad-crossing protection. The allocation of funds
for these. categories of improvement are often a matter of
judgment for the county board to review and decide.
(c) Form of Improvement - Here is another matter that
should be reviewed by the county board. Stage construction
should be considered ahead of all other items on the priority list since this involves a previous committment to
an improvement project. other forms of improvement include
spot improvements, betterment projects, reconstruction
projects, or new construction.
spot improvements that improve sight distance or
alignment usually have the merit of least cost for the
benefits provided. The same is true for betterment projects;
i.e. widening and resurfacing work. However, these forms
of improvements often have their limitations when viewed
in relation to long-term needs. County boards should therefore review all possible methods of improvement before any
additions are made to the four-year road plan.
(d) Annual Review of Road Plan - As each year's work
program of priority improvement projects is completed, the
remaining three-year program is advanced one year and a
new one-year program added to the bottom of the four-year
schedule. In this way the county road plan is kept current
and up-to-date and always covers a full four-year period.
As previously pointed out, the annual review of the
four-year road plan comes around annually and gets rather
specific during the month of July with preparation of the
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annual budget estimate. Where one or more projects for the
current year's program do not get completed, either for
lack of time or lack of funds, then some re-adjustment in
the four-year program is necessary. This usually means that
the total program is delayed and shoved back in point of
time.
When this happens, there are often questions (and sometimes criticism) as to why the original four-year plan was
not followed as originally setforth. While there are often
emergencies or unforeseen developments that can disrupt the
best laid plans, the most common failing is that the original plan wasn't realistic in the first place. Therefore
the annual review of the four-year road plan should be
scrutinized from the standpoint of what is possible and at
the same time meet the committrnents to other phases of
county road management.

15. Ordinances to Implement Plan - Having framed a four-year
plan, the final action step for the County Board is its adoption
by County Highway Ordinance.

It is absolutely essential that

the main features of the four-year plan be adopted as formal
ordinances, signed by all three members of the Board of County
Commissioners and attested by the County Auditor; otherwise,
the whole effort loses its meaninq for County Board and Public
alike.

Three ordinances should be drawn to implement the four-

year plan as follows:
COUNTY HIGHWAY ORDINANCE for ROAD CLASSIFICATION
COUNTY HIGHWAY ORDINANCE for GEOMETRIC STANDARDS
COUNTY HIGHWAY ORDINANCE for FOUR-YEAR ROAD PLAN,
1970-1973, Including Maintenance Plan for 1970.
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The Ordinances for Road Classification and for Geometric
standards may be combined into a sinqle ordinance, if desired,
since Geometric Standards must be related to Road Classification.
Once adopted, these two ordinances should stand for a number of
years without change, except as local conditions may warrant
change.
The Ordinance for Four-Year Road Plan (including maintenance)
should be handled as a single ordinance since a new ordinance
must be adopted each year to keep the four-year improvement plan
up-to-date.

Examples of these ordinances are included in

Section 11 - County Road Code.

16. County Meetings to Explain Plan - Besides meeting the requirements that mandates the County Council to appropriate 99%
of the available funds, the four-year plan, if a success, has
to have broad public support by the voting public and the road
user alike.

To gain public support there has to be public

understanding and awareness of the planninq process, as well as
the improvement projects included in the plan.

Therefore it is

recommended that the County Board organize information meetings
in various sections of the county to explain the planning
process, the plan adopted by ordinance, and the benefits of
safety and convenience that will be provided by the completed
plan.
The object and purpose of such mettings should concentrate
on getting the Public "informed" on county road problems, county
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road needs and the improvements that are planned with the limited
funds available; therefore the meetings should be something more
than "public relations".
Meetings of this type need not always be called by the County
Board; meetings of other groups and organizations having an interest in road services may also be used to serve this purpose.
Organize the meetings so that a good cross-section of the community is in attendance and avoid if possible letting the meeting
turn into a political rally.
County information meetings are appropriate any time of year
but may be more effective in June or July just ahead of "budqettime".

At such meetings the County Board should rely on the

County Highway Engineer to explain the details of the plan.

A

careful distinction should be made between Road Classification,
Geometric Standards that have been adopted by ordinance and the
Four-Year Road Plan which provides for the actual road improvements.
MAKE SURE THAT THE NEEDS FOR ADDITIONAL RIGHT-OF-WAY ARE
UNDERSTOOD! ! !
The County Board should sell the point that road dollars are
scarce and that the road improvements are based on need.

A few

photographs of road and bridqe problems scheduled for correction
in the four-year plan should be helpful.

The plan should always

be presented from a positive point of view using traffic counts,
accident records and condition ratings to explain the priority
of improvements adopted in the Four-Year Road Plan.
See Listing of Selected References
in Section I - INTRODUCTION
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Section 9
EQUIPMENT AND FACILITIES

1.

General - Efficient management and operation of county road

systems also calls for modern up-to-date equipment and facilities.
Adequate equipment and facilities are needed for the small county
the same as for the large county.

And regardless of limited funds

or demands for better road service, there is seldom any justification
for not planning and providing equipment and facilities that are
adequate, dependable and efficient.

The crowded, lean-to-garage

and lO-year-old equipment are costly propositions.
Developing a plan for equipment and facilities isa matter
of operating policy as well as annual budget planning.

The avail-

able equipment and facilities not only determines the type of work
that can be done, but also the rate at which the work can be accomplished.

Even though county road officials must be alert at all

times, to ways and means of improving their operating efficiency,
the matter of taking action comes around once a year at budget time.
Boards of County Commissioners should therefore have an established
plan for equipment and facilities so that these needs can be included in the annual budget appropriations.
As with many other phases of county road management, there
is no one specific plan for equipment and facilities that will
satisfy the needs of all county highway departments.

Weather,

traffic, terrain and other local conditions are all factors that
influence the needs of a specific locality.

However, there are

certain guidelines that should be considered in planning for equip-
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ment and facilities; these are reviewed in this section along with
comments on recommended practice.

EQUIPMENT PLAN - The total equipment needs for a county highway
department are set in the main, by the size of the county and the
miles of road in the county system.

There are, however, certain

other checkpoints or bench marks that also influence both the
amount and type of equipment needed for efficient county road
operations.

2.

Force Account Work vs. Contract Work - The relative amount

of county road work let to contract will have a definite bearing
on equipment needs.

Many counties let all new construction to

contract under competitive bidding; some counties also let maintenance work to contract.

Under the contract method, the con-

tractor normally furnished materials, labor and equipment.
Obviously, the more work that is let to contract means that less
force account work will be done - thus requiring less county labor
and county equipment.
In the past, force account construction has been justified
on the basis that the county already had the labor and equipment
at hand; however, increased traffic on county roads now requires
higher standards of design and construction.

And this calls for

the specialized equipment and skilled labor available through
contract construction.

Therefore, as the amount of contract con-

struction and maintenance increase in a county, the relative needs
for equipment decreases.
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3.

Equipment Rental vs. Equipment Purchase - This matter has

already been discussed in connection with county road purchasing.
Here, as well as for purchasing, it comes down to a question of
least cost to the county plus any benefits accruing to the county
because of availability through ownership.
In some counties, equipment rental will not affect the
overall equipment plan, simply because equipment rental is either
not needed or not available.

In other counties, particularly

metropolitan areas, equipment rental is used frequently to meet
the many varied emergencies that arise.

4.

Relative Location of pits and Quarries - In counties where

crushed stone, sand and gravel must be obtained from pits and
quarries lying outside the county or where all the pits and
quarries lie on one side of the county, then some adjustment
of the equipment plan is usually needed to accommodate the added
hauling.

In any case the best solution is the one that gets the

material placed on the road, meets a reasonable work schedule,
and is the lowest cost to the county.
Contract bulk hauling to selected stockpile sites in the
county is usually the least costly method, since it frees county
trucks to do productive work on the road.

And increasing the

number of small dump trucks is usually the most expensive and
least satisfactory method.

If stockpiling is used, however, there

will also be the added expense of loading the county trucks.

(

Re-

gardless of the method used, accurate cost records_ are needed to
justify the method and prove the lowest cost.
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5.

Sizing of Equipment - The proper sizing of equipment to the

job conditions is a basic part of any equipment plan.

All too

often county highway departments attempt to demonstrate thrift and
economy by purchasing small, undersized equipment.

What is in-

tended as thrift and economy usually turns out to be a sheer waste
of funds because of limited performance, excessive repair costs
and short-life.
The matter of equipment specifications will not be reviewed
here; however, boards of county commissioners should make certain
that their equipment plan provides for the size and capacity of
equipment needed for the road work to be done.

6.

Replacement Schedule - Next, county boards should establish

some kind of a replacement schedule for equipment units that get
heavy, routine use such as pickups, trucks, graders and maintainers.
In this

way~

a few items of equipment can be replaced each year.

This keeps the total equipment fleet at a reasonable level of performance, reduces down-time and repair costs, and thus gets more
work done on the road.
County boards should not lose sight of the fact that the
main function of the county road department is to perform work on
the road.

Equipment repair is secondary and only incidental to

this main function; repairs should therefore be kept to a minimum.
However, many county boards fail to replace equipment on a schedule
because they view a vigorous repair program as a practice of thrift
and economy.

While timely maintenance and repair of equipment is

essential, each and every day a truck unit is being repaired, the

( ,
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truck is not producing, the driver is not producing, plus the
expense of labor, parts, and overhead for making the repair.
A reasonable schedule for equipment replacement will depend
on many factors, such as the item of equipment, its size, its use,
preventative maintenance, etc.

Many counties replace trucks every

three or four years; other counties may use a slightly longer
period.
Another item to consider in replacing equipment is to
maintain, if possible, some semblance of uniformity in the makes
and brands of equipment in the county highway fleet.

While it

is not always possible to maintain a rigid uniformity with open,
competitive bidding, the fact remains that uniformity in make and
manufacturer promotes a more effective organization of equipment
maintenance and repair.

7.

Snow and Ice Control - The growing suburban developments

in rural areas plus the increased use of county roads by commuting
industrial worker.s gives added importance to snow and ice control
on county roads.

Because of this new emphasis and because this

emergency type road maintenance depends almost entirely on equipment, snow and ice control is set forth as a separate item of
equipment planning.
Even though snow and ice control is a statewide problem

r-

,

during the winter months, there is considerable variation in the
intensity and occurrence on a given day.

Northern and central

Indiana normally get more frequent and heavier snows than southern

.\
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Indiana.

Therefore, the amount and type of snow and ice control

equipment should be commensurate with both the intensity of the
snow and ice problem, the total road mileage in the county system
and the character of traffic using the county roads.
Providing trucks that are of sufficient size and capacity
to handle a front-end snow plow and buck through snow drifts is a
primary consideration.

Light trucks usually show up poorly on

this kind of work, requiring frequent overhauls and major repairs.
The "snow-belt" counties have long since learned the fallacy of
using light trucks for this type of work.
Providing a uniform, quick-release mechanical hook-up for
snow plows and sanders is another item of equipment planning that
warrants mention.

Interchangeability of snow-plows and of

sanders between trucks is a convenience that improves the versatility of the equipment and the efficiency of snow and ice control.

8.

Special Equipment - Boards of County Commissioners should

also be alert to the needs for special items of equipment that
provide for better supervision and better organization of the work.
It's usually a good idea to provide a spare pick-up for the partsman or stores clerk to run errands and make local purchases.

Also,

supervisory personnel with field assignments should ordinarily be
provided with either a car or pick-up.
Other items of equipment that should be considered in the
equipment plan include:

a sign truck equipped for the erection

and replacement of traffic control signs; a utility truck to carry
all the incidental tools and gear for the bridge repair crew: a bus
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for transporting labor gangs, such as the bridge crew or the brush
crew; or a low-boy trailer for transporting heavy equipment from
job to job in the county.

These and other items of special equip-

ment can only be justified where there is a need.

And this, of

course, comes down to a judgment on the part of the county board.

FACILITIES PLAN - Adequate facilities are essential to efficient
organization and operation of the county road department.

Facil-

ities need not be elaborate but should provide the ways and means
to coordinate all the related functions of road department
operations, using modern, time-saving and labor-saving methods.
Office, garage and storage facilities represent capital
expenditures for county road departments.

In addition, any change,

even though an improvement, is bound to disrupt some or all phases
of road department activities.

Therefore, planning for new facil-

ities should be done with long-range needs in mind.

9.

Site Location and Grounds - The location of the county

highway department buildings and grounds is a major consideration
in the facilities plan.

The site location should ideally be

located near the center of the county, preferably in an open area
that is easily accessible and free of traffic congestion.

There is

a definite advantage to having the department headquarters near
the county seat town; however, this is not an absolute requirement.
The activities of the county road department and the level
(

of road service rendered is bound to increase in the years ahead.
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Therefore, in selecting a new site, careful attention should be
given to picking a site that has sufficient area to accommodate
future expansion; also to avoid locations that are in the path of
urban growth.
The grounds for the county highway department ideally should
be between three to five acres, depending on the size of the
county and the amount of equipment operated.

Additional space is

also needed where there are substantial amounts of road materials
to be stockpiled at the central headquarters.

The grounds also

should be tightly fenced and provided with night lighting.

10.

County Highway Office - Adequate office space at central

headquarters is an absolute necessity.

The county highway office

is a place of county business where information is sought, where
salesmen call, and where complaints are received.
office projects a dirty, dingy image to the public.

A dirty, dingy
Therefore,

boards of county commissioners should give more attention to providing office space that projects an image of good, business-like
management.
Separate offices should be provided for the county highway
engineer, the county highway supervisor and the county highway
clerk and bookkeeper.

While this office space should be located

at central headquarters, it need not be directly in the county
garage.

An office building separated from the garage makes con-

venient and efficient arrangement.
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Besides being clean, well-lighted and well-heated the offices
should be properly equipped with such modern office furniture and
business machines as are required to carry out the office function.
Office space should also be arranged with partitions and separations so that interruption and distractions to the office work
can be minimized.

11.

County Highway Garage - The common complaint and deficiency

with county garage buildings is that they are too small.

This

arises in part from the fact that the needs and space requirements have increased with the times; however, a great many counties
report that the garage facility has always been inadequate,
indicating poor planning from the start.
If constructed new, the county highway department should be '
designed to accommodate future expansion.

Additions to both con-

crete block buildings as well as prefabricated steel buildings are
easily made, providing, of course, that the site location and
grounds will accommodate an expansion.
Because space and size is a critical item with county
highway garages, here are a few suggestions to consider.

First,

the garage facility should provide at least two work bench stalls
(three is better) for truck repair, plus either a hydraulic lift
or other facility for greasing of trucks and other equipment
units.

In addition, there should be some heated storage space

for over-night parking of at least a few units of the truck fleet.

(
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For an average Indiana county, the minimum recommended

(

size of garage building is in the order of 60' x 120'; however,
the minimum requirement is dependent on the arrangement of supply
storage and office space.

Although not an absolute necessity,

a ready-room for the road crews is a convenient feature to incorporate in a county highway garage.

This reduces confusion in

the offices and provides a place for daily time-reports to be
filled out.

Other aspects of the space requirements in the county

garage will be covered in the paragraphs that follow.

12.

Equipment Maintenance and Repair - As previously noted, the

garage building should provide space for at least two repair stalls
(three is still better) plus a hydraulic lift or other facility
for greasing.

These areas should be well-lighted and well-heated.

Besides the mechanic's tools, the repair facilities should
include all the necessary accessory equipment such as hoists,
jacks, air compressors, pressure grease equipment, welding equipment,
battery charger, etc.

In addition, the facilities should also

include steam cleaning equipment for routine clean-up and preventative maintenance.

13.

Storage of Equipment and Supplies - Some provision should

be made to store off- season equipment out of the weather.

Pole-

type, sheet metal equipment sheds with an open southern exposure
provides an excellent facility for this purpose.

This type shed

also provides open storage for salt, calcium chloride, lumber, etc.
that needs protection from the weather.

(

)
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The sterage ef autemetive parts and supplies is an
impertant item to. censider in the facilities plan.

While in-

adequate sterage hinders efficient repair and eperatien ef
equipment, excessive inventeres eften lead to. waste and less of
supplies.

Therefere, the ameunt ef space deveted to. the sterage

ef autemetive parts and supplies sheuld be cemmensurate with
eperating needs and availability frem lecal supply heuses.

14.

Twe-Way Radio. - The use ef a twe-way radio. system is an

accepted methed ef field cemmunicatien fer ceunty highway departments as well as fer all ether business eperatiens making use ef
mebile units ef equipment.

Yet many ceunty highway departments

(in Indiana) still de net take advantage ef the savings in beth
/

time and expense afferded by a twe-way radio. system.
In upgrading the facilities ef the ceunty read department,
the beard ef ceunty cemmissieners sheuld therefere give the need
fer a twe-way radio. system a high prierity.

Frem a medest be-

ginning ef a base statien and a few mebile units, the system can
be expanded en successive years.

Likewise, research and develep-

ment has made mere efficient and' dependable equipment available.
Therefere, twe-way radio. systems sheuld be medernized from timete-time.

,
See Listing ef Selected References
in Sectien 1 - INTRODUCTION
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section 10
COUNTY ROAD BUDGETS

1.

General - The county road . budget is the ultimate planning tool for boards

of county commissioners.

The budget process brings together all other phases

of county road planning --- such as, inventory records, traffic surveys, construction standards, cost records, etc. --- and sets the dimension and direction of the county road program for the year ahead.

For this reason the

county board has an important responsibility in framing the annual budget
request for county road expenditures.

While the county board must of necessi-

ty rely on the County Highway Engineer, Supervisor, Bookkeeper, and Cost Clerk
to formulate and prepare the annual budget, the final approval of the program
represented by the budget request rests solely with the county board.
The county road budget is basically a financial plan for the expenditure
of the estimated income for the year ahead, and detailed for the several categories of estimated expense that will be required to carry out next year's
program of maintenance and construction.

In effect, the budget is "the county

road plan" for the calendar year ahead.

While the annual budget is an estimate

and is subject to unknown and unforeseen problems in the 12 months ahead, this
should never be used as an excuse to justify sketchy or superficial budget
planning.
As with the other phases of county road management, there is no standard
procedure to follow in budget planning and preparation.

Yet, there are certain

basic items to be considered if the annual budget is to truly represent a
planned road program.

Therefore, the purpose of this section is to provide

county boards with a review of the budget process, the principal statutory
requirements, and some suggested guidelines on the preparation, analysis, pres entation, and administration of the county road budget.

Even though the
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budget request is a once-a-year occurrence, the total process is a continuing
activity that requires year-round attention.

2.

County Budget Process - The budgeting of county funds is an annual cycle

of events, either established or otherwise controlled by Indiana statutes.
The principal dates and events are listed in chronological order, later in
this section, as a budget calendar.

Commissioners, as well as all county

road officials, must have a thorough understanding of the budget process since
the success of their road program starts with a proper authorization for
expenditures.
2(a)
Definitions - The terms "Appropriation" and "Encumbrance" are key
words to the understanding of the budget process.
Appropriations are authorizations for expenditures with specific limitations as to amount, category or purpose, and period of time.
Indiana
statutes assign the appropriation authority solely to the County Council
(IC 17-1-24-14) .
An appropriation authorizes an expenditure, it is not a mandate that the
expenditure be made; neither does it represent a cash amount of money.
The annual budget is therefore a composite of many appropriations,
authorizing funds to be disbursed for specific purposes and up to a
stated amount. The main point to be noted is that a valid disbursement
of funds can be made only if an available and unexhausted appropriation
exists for the calendar year in which payment is to be made (IC 17-1-24-21).
ALL APPROPRIATIONS, WITH FEW EXCEPTIONS, EXPIRE AT THE END OF THE CALENDAR
YEAR, UNLESS ENCUMBERED BY A CONTRACT OR PURCHASE ORDER.
Encumbrances are obligations in the form of purchase orders issued,
contracts awarded, commitments for services, or any transaction which
reserves a portion of an appropriation to cover payment therefor. While
this is basically an accounting term, it is essential to note that orders
issued for delivery of supplies, materials, equipment, etc., decreases
the available appropriation by the estimated cost of the items ordered.
Therefore, the issuance of new orders can only be made against the "Unencumbered Balance" or that portion of the budget appropriation that has
not been obligated.
2(b)
Estimate of Income - As with the household budget, the starting point
for the county road budget is an estimate of income or revenue for the year
ahead.
In this matter, Indiana statutes are rather specific on two points:
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First:
it is required that the officers of all local
taxing units prepare as accurate an estimate as possible
of the probable amount of revenue that the taxing unit
will receive from the state for the budget period (IC 6-1.1-17-2).
Second: the appropriation of amounts in excess of the
estimated income or in excess of the amount set forth
in the budget estimate is expressly prohibited (IC 6-1.1-18-4 & 5) .

county highway departments in Indiana have four or five basic sources of
income to finance the maintenance and construction of county roads and
bridges; these are:
Motor Vehicle Highway (MVH) Funds
Local Road and Street (LRS) Funds
Cumulative Bridge (CB) Funds
Federal-Aid Highway Funds (Several categories)
Federal Revenue Sharing Funds
The main limitations and restrictions on the use of these four funds have
been discussed previously under Section 4 - County Road Finance. Some
general comments for estimating available funds for budget use are presented later in this section.
2(c)
Salary Ordinance - On or before July 1, each county officer and
department is required to file with the County Auditor a proposed schedule
of salaries and wages for both full-time and hourly employees for the
budget-year ahead. The County Auditor presents the proposed schedules to
the Board of County Commissioners for review and recommendation. A salary
ordinance fixing salaries and wages for each office and department is
adopted by the County Council at its annual budget meeting in early
September (IC 17-1-24-18.3)
2(d)
Budget Estimate - Early in the month of August, each county office
and department is also required to file with the County Auditor an itemized budget of anticipated expenditures in the budget-year ahead
(IC 17-1-24-19) . The budget estimates from the several county offices
and departments are consolidated into a county-wide budget estimate.
Notice of the proposed budget, tax levies, rate of taxation and public
hearings thereon, is given by pUblication in two (2) local newspapers
during the latter part of August (IC 17-1-24-19, IC 17-3-78-3, and
IC 5-3-1-2).
2(e) Appropriation Ordinance - Indiana statutes assign the authority for
making appropriations and fixing tax rates for county purposes solely to
the County Council (IC 17-1-24-14). The proposed county budget, in
ordinance form (County Budget Form No. 30), is submitted to the County
Council in early September for review and adoption at its annual meeting.
The proposed budget ordinance may be adopted as presented or may be
amended with a substitute ordinance.
In any event, each ordinance must
be read (aloud) in open public session on at least two (2) separate days
before its final adoption (IC 17-1-24-19).
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2(f) Tax Adjustment - The budget ordinance, as adopted by the County
Council is subject to further scrutiny and review by the County Board
of Tax Adjustment . (IC 6-1.1- 29-1 et seq . ) The primary function of this
board is to review the budgets adopted by each governmental unit (i.e . ,
county units as well as cities, towns, school corporations, etc . in the
county) in relation to the aggregate tax rate to be levied in the
several localities of the county .
The tax levy for the Cumulative Bridge Fund comes within the purview of
the County Board of Tax Adjustment; however all other sources of revenue
for county highway operations are independent of local tax levies and
therefore outside this review process .
2(g) Final Budget Approval - The final budget, levy, and rate upon which
taxes are levied, collected, and expended is subject to the approval of
the State Board of Tax Commissioners. All reviews, appeals, hearings, and
final approval of budgets, levies, and rates must be completed on or bef ore
January 15 of the year in which taxes are collected. (IC 6 - 1.1- 17 - 16)
2(h) Additional Appropriations and Transfers - The county budget is
based on estimates of income, estimates of costs, and estimates of need,
all of which are subject to change, even over shor t periods of time .
Therefore, the statutory remedy provides for additional appropriations
and/or transfers to be authorized by a supplementary ordinance, adopted
by the County Council at a regular or special meeting (IC 6-1.1 - 18- 5) .
See Appendix A for procedure details.
2(i)
SUMMARY - The preceding paragraphs on the County Budget Process
have outlined the procedure that generally applies to budgets that depend
on local taxation. Cumulative Bridge Funds, for e x ample, are derived
from a county-wide tax levy and are subject to all the review and approval
procedures set forth above (IC 8-16- 3-1 et seq.) . However , all funds
normally available to the county highway departments for expenditure are
subject to the budget and appropriation process outlined herein. While
MVH funds and LRS funds are state-collected revenues allocated by statut ory
formula, these funds must be budgeted, appropriated, and/or transferred in
the same manner as for other budgets (IC 8 - 14- 1 - 2and IC 17 - 1 - 24- 14).

The foregoing outline and references follows in fairly logical order the
sequence in which the budget process develops .

The county road budget can also

be considered as the first item in a series that describes the budgetexpenditure process through which funds are disbursed for the many county
highway operations.

Fig . 1 shows, in chart form, the several sequences ,

action details, and accounting forms used that cause the budget- expenditure
process to carry forward.

While many of the details represented on this

chart are carried out by the clerk and bookkeeper in the highwa y office,
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CHART OF COST ALLOCATION RECORDS

Labor , Materials, Supplies, Equipment Charges and Contractual Services are charged to:

(1) Maintenance and Repair

(2) Construction or Reconstruction
(~) Roads
(by individual project)
(b) Bridges (by individual project)

(a) Roads
(all types " )
(b) Bridges (all types " )

I

LABOR

#1

MATERIALS

I

SUPPLIES

EQUIPMENT
OPERATION
CHARGES

EQUIPMENT
OPERATION
COSTS

Estiri,ated

Ac1ual
#18 Report of
Materials and
Supplies Issued

County Highway Daily Work Reports

#6

Materials
Inventory

r-

t
Materials Summary
- Optional

#12A Motor
Vehicle Repair
Order

~ #12

#8 Supplies
Inventory

Equipment I
Operating Record

,
,

CONTRACTUAL
SERVICES

I
~

r

Contracts and
Purchase Orders
covering Repair,
Mai ntenance and
Construction
Charges
posted directly
from Paid Claims .

#13 Equipment
Inventory Record
#2County HighWa~1
Payroll Schedule

#18 Report of
Materials and
Supplies Issued

I

#18 Report of
Materials and
Supplies Issued

#13 Annual
Operation Record

#12 Equipment
Operating Record

::I

I----~- ---,

#99A Employee's
Service Record

I Estimated Charges adjusted I
I annually to approximate I
Annual Costs
I
I

I

1.- _ _ _ _ _ _ _ _ _ _

#14
Labor

Repair and Maintenance Cost Record" (Optional)

+

Materials

+

#15
Labor

--'

Supplies

+

Equipment

+

Contractual

Materials

+

Supplies

+

Equipment

+

Contractual

" Separate Cost Record Reports may be prepared for Bridges and for each Road Surface Type if desired .

Figure

Overhead

+

Overhead

i

Construction Cost Record " (Optional)

+

+

I
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the relationships presented should be helpful in providing a better understanding of the budget process.
Besides being a collection of appropriations for various categories
of expense, the annual county road budget represents a one-year slice of
the county's long-range road program.

If

~pproached

on this basis, the

annual budget is a very effective planning tool and work tool for solving
problems.
One of the outstanding benefits of the budget process is that the
cycle is repeated every year, which forces a review of maintenance standards
and improvement programs.

However, the danger inherent in the cycling of

budget estimates is that it invites short-term views and a tendency to delay
major improvements and revenue measures to a future time.

Failure to look

beyond the current budget-year usually results in small problems getting
bigger and more difficult to solve.

3.

Budget Calendar - By statutory requirement, the budget process repeats on

an annual cycle.

The following is a listing of important calendar dates that

pace the actions of the budget process and related activities throughout the
year.

This schedule of dates is important to all phases of the budget process

but especially so to the financing of county bridge programs since this is the
only major highway activity that currently can be financed from funds derived
from county taxation.

4.

Estimate and Use of Available Funds - Under the current schedule of road

finance there are only four or five sources of available funds to consider in
making up the annual budget estimate.

These sources are:

Unencumbered year-

end balance, Motor Vehicle Highway (MVH) Funds, Cumulative Bridge (CB) Funds,
Local Road and street (LRS) Funds, County Federal-Aid Highway Funds, Federal
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Calendar of Actions
For Budgets and Related Items
============================================================================

Date

Order of Business

Indiana Code
Reference

============================================================================

Jan 31

Publication of Annual County Report of Receipts and Disbursements
on or before this date. The notice is commonly called the
Auditor's Annual Report but it must be examined and approved by
the Board of County Commissioners.
IC 17-1-24-45

Jan

Meeting of Boards of County Commissioners for purpose of organizing as County Board of Finance (on the third Monday in
January) .
IC 5-12-1-11

Feb 15

Annual Operational Report of County Highway Department must be
filed on or before this date.
IC 8-17-4.1

June

Suggested month for County Commissioners to start proceedings to
establish a cumulative bridge fund or to increase the tax levy
for same. The State Board of Tax Commissioners approve the tax
levy for Cumulative Bridge Fund for a period of not to exceed
five (5) years. However to provide for a continuous annual
bridge levy, it is necessary to renew the application for same,
in the year prior to its expiration.
IC 8-16-3-1

Jul 1

On or before this date, County Form No. 144, "Proposed Salary
and Wages", filed by each officer, board, or commission with
the County Auditor, showing the number and salaries of fulltime officers and employees plus the wage rates for hourly
employees proposed for the budget-year ahead.
IC 17-1-24-18.3

Jul

The County Auditor submits County Form No. 144 from all county
offices and departments to the Board of County Commissioners at
its July meeting for review.
IC 17-1-24-18.3

Aug 1

Last date on which taxpayers may file a petition with County
Auditor for revision of cumulative bridge fund or other tax
levies.
IC 8-16-3-3

Aug

Last date for filing county budget estimate with the County
Auditor (on or before the Wednesday following the first Monday
in August) •
IC 17-1-24-19
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Calendar of Actions (contd)

=====================================================.======================
Date

Order of Business

Indiana Code
Reference

===========================================================================

Aug

Last date for first publication of county budget (not less than
18 days prior to annual meeting of County Council). IC 17-1-24-19
IC 17-3-78-3

Aug 20

Prior to this date, the Board of County Commissioners shall
review and make recommendations to the County Council on the
salaries and wage rates proposed (County Form No. 144) by
each county office or department.
IC 17-1-24-18.3

Aug

Last date for second publication of county budget (seven days
after first pUblication) .
IC 5-3-1-2)

Sep

Annual meeting of County Council for adoption of salary
ordinances, county budgets, and tax rates (first Tuesday after
first Monday in September).
IC 17-1-24-18.3
IC 17-3-78-3

Sep

Last date for taxing officials to file copies of the budget
with County Auditor for presentation to County Board of Tax
Adjustment (at least 2 days prior to second Monday in September) .
IC 6-1.1-17-5

Sep

Annual meeting of County Board of Tax Adjustment (second
Monday in September) .
IC 6-1.1-29-4

Oct 1

Last date for County Board of Tax Adjustment to complete
its duties.
IC 6-1.1-17-9

Oct

Last date on which 10 or more taxpayers may appeal to State
Board of Tax Commissioners from action of County Council
(not later than 10 days after pUblication of Tax Levies
and Rates) .
IC 6-1.1-17-13

Nov

Last date for starting proceedings to request an end-of-year
reappropriation of funds by the County Council. There is no
statutory deadline for this action but it is suggested that
these proceedings be started at least by the third week in
November in order to have sufficient time to call the meeting
of the County Council and follow all the statutory procedures
required to have the claims advertised and allowed by the
Board of County Commissioners before the end of the year.
IC 17-1-24-6
IC 17-3-30-1

n
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Revenue Sharing (FRS) Funds, plus any special or emergency funds that become
available.

Besides the availability of these funds, there is also the matter

of their authorized use and application.

The following guidelines will assist

county road officials to review the manner in which these funds can be budgeted .

Related information is also presented in Section 4, COUNTY ROAD FINANCE.
4(a)
Unencumbered Year-End Balance - Normally, all appropriations,
regardless of category, expire at the end of the calendar year, unless
encumbered by a contract or purchase order. This is true for MVH and
CB Funds. Both funds are dedicated funds and therefore the year-end
free balances, unencumbered by a contract or purchase order, (unappropriated amounts plus all expired appropriations) are carried forward
for re-appropriation at the beginning of each calendar year. While it
is not possible to accurately estimate (at budget time in August) the
free balance available at the end of the year, nevertheless, budget
planning should remain flexible enough to make effective and constructive
use of the year-end balance that is carried forward.
Unless there are justifiable reasons, the year-end balance should be
kept to a low and reasonable level. For the MVH Fund, it is common
practice to carry a year-end balance in sufficient amount to cover the
January payroll. There may be good reason to carry a greater balance
forward in a particular year for a special purpose; however, an excessive
year- end balance in the MVH Fund that becomes a habitual practice
ultimately impairs the county's road improvement program. This same line
of reasoning applies, but to a lesser extent, to the CB Fund.
Appropriations for Construction Contracts, once approved for a specific
road or bridge project, carry forward undiminished to the succeeding year.
Such appropriations (in original amounts) remain in effect until the
completion of the specific project. This same guideline also applies to
appropriations covering the county's matching share on County Federal-Aid
Projects.
4(b) Motor Vehicle Highway (MVH) Funds - This is the principal operating
fund for the County Highway Department. The major receipts into this
fund include the county's distributions by the State Auditor from the
Motor Vehicle Highway Account (MVHA); minor receipts include emergency
relief funds and refunds from insurance claims or sale of surplus property.
As previously noted , the MVHA is a special holding account for statecollected gas tax and license fees.
The income to the MVHA therefore
increases along with the increasing numbers and usage of automobiles and
trucks on Indiana highways. Estimates of the anticipated revenues for
the year- ahead are normally reported to the Board of County Commissioners
by the State Auditor, the State Board of Accounts, and/or the State Board
of Tax Commissioners.
The receipts into the County Highway Fund (MVH) may be budgeted to any and
all of the budget classifications set forth in the printed budget estimate
form (See Fig. 3a-3d) including labor, materials, and equipment required

for the construction, reconstruction and maintenance of roads and
bridges on the county highway system. Expenditures from the County
Highway Fund (MVH) may cover construction and repair of roads, bridges,
buildings, and equipment, by contract, as well as by force account.
Likewise, these expenditures may cover incidental items such as,
equipment rental; road, garage, and office supplies; consultant's fees;
and right-of-way purchases.
(IC 8 - 14-1) (IC 8-18-2)
Special note should be made that the County Highway Fund has more
flexibility and latitude in its use and application than any of the
other available funds.
Receipts into the MVH Fund may be combined
or co-mingled with funds from any other source to carry out the annual
program of maintenance and construction of roads and bridges .
4(c) Cumulative Bridge (CB) Funds - In many counties this is a major
source of revenue for the construction, repair and maintenance of
county bridges and grade separations. Receipts into this cumulative
fund result from a county-wide tax levy on all taxable personal and
real property, which is established for the purpose of accumulating
funds for the construction, repair and maintenance of county bridges
and grade separations. Even though the CB Fund is optional and is
often established in anticipation of an emergency need, County Commissioners are urged to make the maximum possible use of this source of
funds. Not only should the levy be as high as practical (up to 30¢ is
permissible), but also this budget account should be kept active, and
the funds applied to their intended use .
The income to the CB Fund may be easily estimated by simply multiplying
the assessed valuation (of taxable property) times the tax levy established for the fund.
In most counties there is a slow, steady increase
in assessed valuation; therefore, unless there is a change in the taXlevy for bridges, the income will remain at substantially the same
level from year-to-year.
The receipts into the
for the construction,
bridge approaches (up
tions. The following
CB Funds. (IC 8-16-3)

CB Fund are dedicated funds and may only be used
repair, and maintenance of county bridges, culverts,
to 500 feet either end of bridge) and grade separaspecial provisions must be observed in budgeting

+ + + In any and all cases, separate appropriations for construction and
reconstruction must be made for each individual bridge, identified by
location.
+ + + The budget estimate and appropriation for an individual bridge
construction project let to contract may include subsidiary cost items
directly related to the construction project; however, all subsidiary
items of cost and expense should be itemized to determine the total
budget estimate for the project.
Such subsidiary items may include preliminary engineering (plans and
specifications), construction engineering (inspection and testing) ,
additional right-of-way, (if required) and road approaches at the ends
of the bridge.
Itemization is necessary to insure that the total cost

(
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of the project, inc~uding subsidiary costs, is fully covered by the
appropriation. This is often a critical point in the case of construction contracts, since a contract agreement lacking an adequate appropriation is "declared to be absolutely void".
(IC 17-1-24-24)
+ + + The budget estimate and appropriations for bridge maintenance and
repair need not be identified by location. Instead, CB Funds for this
purpose are appropriated by major budget classification, the same as for
the County Highway Fund. Also for budget purposes it is not necessary
to make a distinction between "Maintenance" and "Repair".
+ + + Individual bridge construction or repair projects having an
estimated cost greater than $50,000 must (shall) be let to contract;
individual projects with an estimated cost less than $50,000 also may be
let to contract or, at the option of the County Commissioners, may be
performed by county forces (force account) using, owned, or leased
equipment and materials purchased in the manner provided by law.
(IC 5-16-1-1)
In the application of this permissive statute for force account projects,
the estimated cost of the bridge project should include all labor,
materials, equipment rental, engineering, and all other related expenses.
Even though projects up to $50,000 are permissible by force account,
county highway departments should never undertake projects beyond the
capability of their facilities and "know-how".
+ + + CB Funds may be, and often are, used as matching funds for county
Federal-Aid projects; this practice is highly desirable, providing all
the Federal-Aid requirements can be met. The use of the Federal-Aid
funds, however, does not change the requirement to itemize each bridge
by location and amount appropriated. Cumulative Bridge Funds may also
be combined with Local Road and Street Funds for bridge construction
projects.
+ + + On major structures, or in hardship cases, CB Funds may be comingled or combined with funds from two or more sources, providing at
the original inception of the bridge construction project, the bridge
is itemized as to location and as to the amounts appropriated from the
separate available sources to yield the total estimated cost of the
completed bridge construction project.
It is recommended and is
generally preferable to make all the minor subsidiary expenditures
from the same source of funds.
4(d)
Local Road and Street (LRS) Funds - This is an important source of
funds for engineering, construction and reconstruction of individual
road, street or bridge projects. The LRS Funds and program was formerly
administered through the State-Aid Division, Indiana State Highway
Commission, with standards and project approval provided by the Arterial
Road and Street Board. However, PL 95, Acts 1979 made some major changes
in the LRS statute (IC 8-14-2).
The amended LRS statute (PL 95, Acts 1979) provided the following changes
in the administration of the LRS Funds:
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+ + + authorizes the use of LRS Funds without the approval of projects or
standards by the Arterial Road and Street Board .
+ + + expands the permissible use of LRS Funds to include "maintenance" (in
addition to the uses previously authorized by IC 8- 14- 2-5a).
+ + + requires the State Auditor to make a monthly distribution of allocations
(counties-cities - towns) from the Local Road and Street Account (LRSA).
AUTHORIZED USES OF LRS FUNDS (IC 8-14-2 - 5)
Monies from the Local Road and Street Account shall be used exclusively by
cities, towns and counties for:
• engineering, land acquisition, construction resurfacing, restoration or
rehabilitation of both local and arterial road and street systems;
• the payment of principal and interest on bonds sold primarily to finance roa d,
street or thoroughfare projects; or
• any local costs required to undertake a recreational or reservoir road project
under IC 8-12 - 9.
• maintenance of roads and streets (this use added by 1979 PL 95; by State Board
of Accounts definition: - "maintenance" may include resurfacing, restoration,
or rehabilitation) .
IT WILL NO LONGER BE NECESSARY :
• to submit project applications to the Arterial Road and Street Board for
approval.
• to maintain separate fund accounts for "projects" previously approved by the
Arterial Road and Street Board, or
• to apply the balances in completed project funds to future projects - OR to return to the State any LRS Funds previously distributed .
IT WILL BE NECESSARY :
• to continue accounting for all previous and future distributions of LRS
Funds in a separate fund titled, "Local Road and Street Fund", and
• to limit disbursements from the "Local Road and Street Fund" to the
amounts appropriated for the purposes specified in the law.
LRS FUNDS USED FOR CONSTRUCTION OR RECONSTRUCTION
of a Road, Street or Bridge Project • It will be necessary to provide a separate appropriation and maintain records
for each such project unde r the budget classification of "Proper ties" .

(
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LRS FUNDS USED FOR MAINTENANCE
of a Road, Street or Bridge Project (which by SBA definition may include,
"resurfacing, restoration, or rehabilitation" and excludes the purchase
of equipment and salaries for supervision and administration) •
• It will be necessary to use the prescribed budget (appropriation) classifications
of : Personal Services (maintenance related only); Contractual Services; Supplies;
Materials; and Current Charges; in the budgeting and appropriation of LRS Funds
for road or bridge maintenance .
The total annual allocation from LRS Funds to Indiana's 92 counties provides an
approximate 30 percent addition to MVH Funds. Boards of County Commissioners
are therefore urged to make the maximum possible use of the LRS Funds for
construction projects that upgrade the safety standards of the county highway
system .
LRS Funds may be used to support the total cost of a construction project or
may be combined with other funds available for construction projects, including;
Motor Vehicle Highway Account
Cumulative Bridge Funds
Federal-Aid Highway Funds
Federal Revenue Sharing Funds
All appropriations, whether in annual budgets or by emergency ordinances are
certified to the State Board of Tax Commissioners . Appropriations for projects
in annual budgets will be approved in the same manner as other items in annual
budgets . Emergency appropriations will be handled and approved in the same
manner as other emergency appropriations.
(see Appendix A)
4(e) County Federal-Aid Highway Funds - This is an important, supplementary
source of financing for individual county highway or bridge projects -normally on a matching basis. County Federal-Aid highway funds are administered
by the State- Aid Division, Indiana State Highway Commission.
These funds do not come directly to the counties for budgeting, but are avail able for application to county projects, and let to contract by ISHC. Therefore,
if the Board of County Commissioners elects to use Federal-Aid Highway Funds to
finance one or more individual highway or bridge projects it is necessary for
the county to budget its local share (10% - 25%) of each project.
Federal - Aid Highway Funds may normally only be applied to new construction or
reconstruction of road or bridge projects located on designated Federal - Aid
routes. In addition, the design features of the projects must meet the minimum
Federal-Aid standards approved for the class of project in question .
Each county is notified annually, by the State- Aid Division, ISHC, of the amount
of the counties annual apportionments and allocations. Under current policy
these apportionments remain available for county use for three (3) fiscal years.
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Federal-Aid Highway Funds are authorized by Congress in a number of
categories, each of which has a designated use and application. The
amounts, the Federal share, and the Federal requirements are subject
to the changes in a~thorizations and appropriations by Congress. These
funds are available for Road Projects, Safety Projects and Bridge
Projects, with a Federal Share of 75 to 100 percent (depending on
category) of the total project cost.
County Federal-Aid projects are normally accomplished in two phases Preliminary Engineering (PE) and Construction. Since the project
development is seldom coordinated with the annual budget process, the
county "local-share" is frequently budgeted (appropriated) on an "asneeded" basis, at a regular or special meeting of the County Council .
The county "local-share" of Federal-Aid projects may be budgeted from
MVH Funds, LRS Funds, CB Funds, or Federal Revenue-Sharing Funds .
4(f) Federal Revenue-Sharing Funds - This likewise is an important
supplementary source of financing for county highway operations .
Federal Revenue-Sharing (FRS) Funds are appropriated by Congress and
distributed to State and Local Units of government to provide financial
assistance to the respective governmental functions. FRS Funds may be
used for any purpose which is considered a permissible use of the local
governments own revenues under applicable state and local law, which of
course, includes the construction and maintenance of county roads and
bridges.
Federal statutes and regulations require the FRS Funds be administered,
and accounted for in much the same manner and procedure as applies to
other state and local funds.
It should be noted however, that the use of FRS Funds requires the
adoption of non-discrimination and prevailing wage standards. In
addition, recipient governments are required to hold two public hearings with public notice prior to the appropriation of the FRS Funds,
at which time citizens must be given the opportunity to offer written
and oral comments on revenue-sharing funds and the relationship of
those funds to the entire budget, as follows :

* * Public Participation Hearing must be held at least 7 days
before the proposed appropriation is presented for adoption.
This Hearing may be held at budget-time or at other times during
the year. Citizens must be given the opportunity to comment on
the possible uses of revenue-sharing funds. Notification of the
Public Participation Hearing must be made at least 10 days before
the date of the hearing in at least one newspaper of general
circulation.
The Public Participation Hearing is conducted by the Board of
County Commissioners. This hearing should be organized and
scheduled to cover the entire entitlement period (October 1 thru
September 30) for which the funds will be received. This procedure eliminates the necessity for additional hearings to cover
appropriations that may not be included in the annual budget.

* *

Budget Hearing must give citizens the opportunity to comment

1
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on the relationship of revenue-sharing funds to the entire
budget at least 10 days before the budget hearing or appropriation approval. Notice of the tim~ and place of the hearing,
together with a summary of the entire proposed budget must be
published in at least one newspaper of general circulation in
the county.
The "Budget Hearing" on FRS Funds is conducted by the County
Council and may be organized as a part of the overall County
Budget Hearing, or may be organized at other times during the
year in connection with additional appropriations.
Since FRA Funds are eligible for use by all departments of County
government, there are often hard choices to be made on how these
funds are to be used in any particular year. However, Boards of
County Commissioners should be alert to the opportunities to augment
the annual county highway budget through the use of FRS Funds available to the county. FRS Funds should get special consideration for
capital expenditures for road equipment, and garage facilities.

5.

Classification of Budget Accounts - All county offices and departments use

a uniform system of coded budget classification prescribed by the State Board
of Accounts.

The numerical code and classifications for the major categories

of expenditure are :
100 - PERSONAL SERVICES
200 - CONTRACTUAL SERVICES
300 - SUPPLIES
400 - MATERIALS
500 - CURRENT CHARGES
600 - CURRENT OBLIGATIONS
700 - PROPERTIES
800 - DEBT SERVICE

These major budget classifications are

~lbdivided

into specific categories of

expense that serve the needs of the particular orfice or department.
following definitions of the
adapted from "Manual of

eigh~

The

(8) major budget classifications have been

Ins~ructions

Board of Accounts, September 1, 1976.

for Cotlnty Auditors of Indiana", State
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100 - PERSONAL SERVICES - includes the salaries, wages, fees, allowances and
other compensation for direct labor of all persons employed by the
county highway department.
200 - CONTRACTUAL SERVICES - includes all services performed under express or
implied contract, including such expense as communication and transportation, utilities, printing and advertising (other than printed office
supplies), repairs and other services of a contractual nature, except for
items of property having an asset value which shall be budgeted under
"Properties". It is distinguished from other budget classifications in
that it generally covers contracts for services not performed by county
employees and where the contractor furnishes the personnel, materials
and equipment required to perform the service.
300 - SUPPLIES - includes commodities which, after use, are either entirely
consumed or show a definite impairment of their physical condition and
rapid depreciation after use for a short period of time. Commodities
having an asset value of more than one (1) year, shall be classified as
"Properties".
400 - MATERIALS - includes all materials used in the repair and maintenance of
county highways and bridges. Materials used in the construction or
reconstruction shall be classified as "Properties" and charged to the
applicable project account under that classification. Materials furnished by a contractor in the performance of any work, under which the
contractor furnishes the labor and equipment necessary to perform such
work, shall be classified as "Contractual Services" for repair and
maintenance or "Properties" for construction or reconstruction.
500 - CURRENT CHARGES - includes all expenditures for insurance, official bonds,
employees' fringe benefits, awards, grants, public assistance, indemnities, judgements, rents, dues, and other fixed or current charges required
to be met annually, pursuant to law or by contract.
600 - CURRENT OBLIGATIONS - includes all charges arising from short-term
financial transactions entered into by the county in anticipation of
current tax revenue or required to be paid in the ensuing year. Longterm debt is classified as "Debt Service". (This classification not
generally applicable to highways).
700 - PROPERTIES - includes expenditures for lands, buildings, structures and
improvements on property owned or acquired by the county; also, it shall
include all equipment purchased by the county having a useful life of
more than one year.

,
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800 - DEBT SERVICE - includes all principal, interest and other charges for
payment of long-term bonded debt.
(This classification not generally
applicable to highways).

Each of the foregoing major budget classifications is subdivided into applicable
minor expenditure classifications .

In the case of the budget estimate (County

Budget Form No. 26; Fig. 3a-3d) and the appropriation ordinance (County Budget
Form No . 30; Fig . 6a-6c) for the county highway department, these major budget
classifications have been organized around four (4) cost categories as follows:
1000 - ADMINISTRATION
2000 - MAINTENANCE AND REPAIR
3000 - CONSTRUCTION AND RECONSTRUCTION
4000 - GENERAL AND UNDISTRIBUTED EXPENSE
Each of the above cost categories, except for construction and reconstruction,
is divided into the "major budget classifications" for which appropriations
are to be made.

All construction and reconstruction projects are classified

under the major budget classification of "Properties", for which a separate
appropriation will be required for each project.

6.

Salary Ordinance:

Preparation - Schedule Details - Indiana statutes

require that the salaries and wage rates of county officers and employees be
authorized in an annual "Salary Ordinance" -- separate and distinct from the
annual budget ordinance (IC 17-1-24-18 . 3).

Therefore, preliminary to the

preparation of the annual budget estimate, it is necessary to first prepare
a schedule of salaries and wages for county highway employees proposed for the
budget year ahead.

The following are bench-mark dates and details for the

preparation of the Salary Ordinance covering salaried and hourly employees:

+ + + On or before July 1 each o£ficer, board or commission files County
Form No . 144, "Statement of Salaries and Wages Proposed to be Paid
Officers and Employees" (See Fig. 2a and 2b) with the county Auditor,
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showing the number and salaries of full-time employees plus the wage
rates for hourly employees proposed for the budget-year ahead.
If
overtime is to be paid, then the overtime rate must be listed.
(IC 17-1-24-18.3)

+ + + The County Auditor submits County Form No. 144 for each county
office or department to the Board of County Commissioners for l.-eview
at the July meeting of the Board.
+ + + Prior to August 20, the Board of County Commissioners shall
review and make recommendations to the County Council on the salaries
and wage rates proposed (County Form No. 144) by each county office and
department.
(IC 17-1-24-18.3)
+ + + At its annual budget meeting in September, the County Council
shall consider and act on the statements and recommendations of the
Board of County Commissioners.
+ + + A separate Salary Ordinance shall be adopted by the County
Council, which fixes the salaries of county officers and employees.
Such ordinance shall also fix the number of full-time deputies,
assistants and other employees for each office or department. The
ordinance shall also fix the wage rates, by position classification, of
part-time or hourly-rated employees for which the number of employees
shall be limited only by the wage rates set and the funds appropriated
therefor.
+ + + The Salary Ordinance finally adopted by the County Council places
definite limitations on the number of employees, salaries, and wage
rates for the budget-year ahead. These same limitations carry forward
to the items for "Personal Services" included in the "Ordinance of
Appropriations" (County Budget Form No. 30) for each respective office
or department.
+ + + The salaries of elected county officials shall not be changed
during the budget-year for which fixed, except as may be required to
provide a statutory minimum. The salaries of other officers, deputies,
assistants, and employees may be changed at any time pursuant to application of the affected office or department and subject to the approval of
the County Council.
(IC 17-1-24-18.3)

In the preparation of County Form No. 144 for the County Highway Department (See Fig. 2a and 2b), the Salaried Officers and Employees normally include
the following (or comparable) county highway positions:

Highway Engineer, High-

way Supervisor, Assistant Supervisor (or Road Foreman), Sign Foreman, Bridge
Foreman, Clerk, Bookkeeper, Garage Foreman, etc.
The Part-Time and

Hourly-~ated

Employees may include the following (or

~------------------------------------------~~-----"
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Form Prescribed by State Board of Accounts

County Form No. 144 (1971)

STATEMENT OF SALARIES AND WAGES
PROPOSED TO BE PAID OFFICERS AND EMPLOYEES
CALENDAR YEAR 19 .

_ _ _ _ _ _ _ _ _ _ County, Indiana
(Name of Office , Department , Board or Agency)

The following statement shows the salaries and wages proposed to be paid to officers and employees of the above
named office , department, board or agency during tile calendar year 19_ .
FULL TIME SALARIED OFFICERS AND EMPLOYEES

Title of Position
or Employee Classification

Number

Rate of
Monthly
Salary
$

Total
Annual
Salaries
$

$

Totals

PART TIME AND HOURLY RATED EMPLOYEES
Title of Position
or Employee Classification

Rate of Pay*

S_ _ _ Per _ __
Per
____ Per
____ Per
Per
____ Per

* Show rate of pay per month , week , day, hour , etc.
Submitted By: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
( Signature)
Date _ _ _ _ _ _ _ _ _ 19__
(Title)
NOTES:
TllThis statement must be filed IN DUPLICATE with the County Auditor on or before July I each year for salaries and
wages to be paid in the ensuing year.
(2) The number and salaries to be paid full time officers and employees must be fixed by the County Council. The rates
of pay for part time and hourly employees shall likewise be fixed by the County Council but the number to be employed
is limited only by the funds appropriated therefor; thus, the amount to be requested in the budget for part time and
hourly employees need not be included in this statement.
(3) The County Auditor shall co mplete the reverse side of this form and return one copy to the officer or head of the
department, board or ag~ncy within 3 days after action thcreon by the County Council.

Figure 2(a) - Salaries and Wages Proposed for Budget Estimate
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CERTIFICATE OF COUNTY AUDITOR
I hereby certify that on the _ _ _ day of
19 __ , the County Council
adopted an ordinance which included the fixing of salaries and wages of the officers and employees listed on the opposite
side hereof in the amounts recommended, except:

Date _ _ _ _ _ _ _ _ _ _ 19 __
County Auditor

Figure 2(b) - Salaries and Wages Proposed for Budget Estimate (contd)

,
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comparable) county highway position classifications :

Truck Driver, Grader

Operator, Light Equipment Operator, Heavy Equipment Operator, Mechanics
Helper, Unskilled Labor, etc.
Retaining competent, qualified employees is absolutely essential to
effective county road management.

Therefore, serious attention and considera-

tion must be focused on this phase of the annual budget process for county
highway departments.

7.

Budget Estimate :

Preparation - Schedule Details - As noted earlier, the

budget process is a continuing activity that requires year-round attention.
Once a year however, usually during May-June-July, the process gets rather
specific, with the preparation of the annual highway budget estimate.
Good management practice would dictate that the annual county road
budget represent a one - year slice of the county's four-year road improvement
plan, as well as the maintenance program for the year ahead .

If the county

highway office keeps the road planning activities current and up - to - date --such as cost records, road inventory, traffic counts, road condition surveys,
and a priority rating - - - then the framing of the annual highway budget can
be approached on a logical basis of priority needs .
There is no clear, sharp division between the planning process and the
budget process; actually each complements the other.

A realistic road plan

must of necessity take into account anticipated income and estimated costs .
Therefore, an active, current road plan will usually produce much of the information that is needed to frame the annual county road budget.

(See Section 8 -

FOUR- YEAR ROAD PLAN)
In the beginning, each county has an estimated total amount of available
funds for county highway use in the year ahead.

This estimated income is
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Prescribed By State Board

or

Accounta

County Budget Form No. 26 (Rev. 1972)

BUDGET ESTIM!ATE
COUNTY HIGHWAY DEPARTMENTL_ _ _ _ _ _ _ _ _ _ COUNTY, INDIANA
The undersigned submits the following estimate of expenses necessary for the construction, reconstruction, maintenance and
repair of county highways for the calendar year ending December 31, 19_ _

COUNTY HIGHWAY FUND
Items

1000

2000

ADMINISTRATION
1100 Personal Services
1110 Supervisor ............. .. ... . . . .... . ... . ...... . . . . $, _ _ _ _ __
1120 Assistant Supervisors ... .. .. . .... .... . . . . . . .. ... .. .
1130 Engineer .......... .. ....... . . .. .... ... . ..... . . .. .
1140 Clerical Assistants ....... .. . ... .. . .. .... .. .... .... .
1150
.... .. . .. .... .
1160
. ..... . . . . ... .
1200 Contractual Services
1211 Freight and Express .. .. . . . ... . ........ . .... . ..... .
1212 Postage . . ........... . ........ . .... . .. ... . ........ .
1213 Traveling Expense .. ................. . . . . ...... . ... .
1214 Telephone and Telegraph ...... . ................. ... .
1220 Utilities (Office) ........... . ............. . . . .... .. .
1240 Printing and Advertising . . ... . .................. . . .
1250 Repairs - Building and Equipment . .... . ..... ....... .
1260 Other Contractual Services .. ......... . .......... .. . .
1300 Supplies
1360 Office Records and Supplies ...... .. ............... .. .
1370 Other Supplies .................................. . .
1500 Current Charges
1510 Official Bonds and Insurance ....... . . .. .. ...... .. ... .
1560 Office Rent ... . ... ... .. .......... .. ..... .... ..... . .
1570 Dues and Subscriptions . . . ..... .. . ...... . . ... . ... .. .
1590 Other Current Charges ... .. .... . .. ... .. .... ....... .
1700 Properties
1730 Office Equipment . ............. .......... ......... .
Total Administration ... . ... . . ... . ................. .
MAINTENANCE AND REPAIR
2100 Personal Services
2110 Truck Drivers .. ... ............................... .
2120 Equipment Operators ... ......... . ..... .. ...... . . . .
2130 Labor . .... .. . .................. . ....... .. ....... .
........ . . .. . .
2140
2150
. .. .. ... .. ... .
........ . . . .. .
2160
2200 Contractual Services
2220 Utilities (Intersection Lights, Etc.) .... .. . . . . .... . . . . .
2250 Maintenance and Repairs by Contract
2251 Roads .................. . .. . . ... . ....... .. . . .
2252 Bridges .. ...... .... . . ........ . . ...... . . . . . .. .
2253 _ _ _ _ _ _ _ _ _ _ _ _ __
2260 Other Contractual Services ......... . . . .. .. .... . .... .
2300 Supplies
2371 Hardware and Tools ......... . ...... . .. .... ........ .
2372 Calcium Chloride (Salt) . .. .... . ............... .. . . .
2373 Weed Spray .. .. . ... . . . . . . .............. . . . . ...... .
2374 Paint ....... .. ..... . .. . . . . . .. .. .. .. .... .. ..... . . . .
2375 Other Supplies ................. ... ...... . ...... . . .
2400 Materials
2410 Stone, Gravel and Other Aggregates . ........ .. . . .. .. .
2420 Culverts, Tile and Sewer Pipe .. .. .... . ............. .
2430 Bituminous (Including Mixed Aggregates) . .... .. .. . .
2440 Bridge and Structural Metals . . . .. ............. . .. .. .
2450 Lumber ........... .. ....... . ... ... .......... . . .. .
2460 Road Signs ..... . . ... . . . . . .. ..... . ...... . ... ... ... .
2470
. . .. . . . ...... .
2480
......... .... .
2490 Other Materials .... .. . . ... .. ......... ........ .... .

Figure 3(a) - County Highway Budget Estimate

Total
Estimate

$,-----
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Item.

2500

3000

Total
Estimate

Current Charges
2560 Rental of Equipment . ... .... . .. ... . . .. .... . ... .. . . .
2580 Drainage and Other Assessments . ...... . . . ......... .
2590 Other Current Charges . . . .... .... ..... . ... .. ... . .. .
Total Maintenance and Repair ... . . . .... . . . . .... . ... .

CONSTRUCTION AND RECONSTRUCTION
3700 Properties
3740 Roads
3741 _ _ _ _ _ _ _ _ _ _ _ _ _ _Road
3742
Road
3743
Road
8744
Road
8745
Road
3750 Bridges
3751 _ _ _ _ _ _ _ _ _ _ _ _ _ _-<>Bridge
8752
Bridge
3753
Bridge
3754
Bridge
3755
Bridge
3760 Grade Separations
3761
3762 _ _ _ _ _ _ _ _ _ _ _ __
3770 _ _ _ _ _ _ _ _ _ _ _ _ .. . .... .. . . .. .. .. .
Total Construction and Reconstruction ... .. . ...... . . . .
~

All construction and reconstruction costs, including without limitation expense of rights-of-way, engineering fees and contracts for the work, shall be budgeted and appropriated under Construction and Reconstruction.
Where the law permits a project to be const,"cted by employees of the highway department, all costs incidental
thereto shall be charged to the applicable appropriation, including without limitation the wages of employ"'ls, cost
of materials and charges for equipment used on the projeet. The county highway department, under the prescribed
accounting procedures, shall maintain records showing the total costs of each project.

,,
4000

GENERAL AND UNDISTRIBUTED EXPENSE
4100 Personal Services
4110 Garage Mechanics and Helpers ... .... . . .. .. .. .. . ... .
4120 _ _ _ _ _ _ _ _ _ _ _ _ _ __
4130 _ _ _ _ _ _ _ _ _ _ _ _ _ __
4200

Contractual Services
4210 Communication Expense (Telephone, Radio, Etc.) . . .. . .
4220 Utilities (Garage and Service Buildings) . . . .. ... .. . . . .
4250 Repairs
4251 Garage and Service Buildings ., . ..... ... .. ... . . .
4252 Trucks and Tractors . .... . ....... . . .. .... .. .. .
4253 Road Equipment .... . . ... .... . . .. . .... . ... . .. .
4254 Other Repairs .. . . . .... . .... ...... . . . ..... ... .
4260 Other Contractual Services . .. . . .... . . ....... .. ..... .
4300 Supplies
4320 Garage, Motor and Power
4321 Gasoline, Oil and Lubricants ... . . .... .. .. . . .. .. .
4322 Tires and Tubes ............ ... ... .. ..... .... .
4323 Other Garage alld Motor Supplies .... . . ...... .. .
4370 Other Supplies .. . .. . ....... ... ... .. ..... ... . . ..... .
4500 Current Charges
4510 Insurance (Other Than Employees' Benefits)
4511 Buildings and Structures, Personal
Property, Liability and Other Casualty
Coverage . . ......... .. .... . . .. ... . . .. ..... .. .
4512 Workmen's Compensation .. . .. ... . .. . . .... .... .
4513 _ _ _ _ _ _ _ _ _ _ _ __
4520 Employee Benefits - County's Share
4521 Social Security Contributions . . ... ... . .. . ... .. . .
4522 Retirement Contributions . .......... .. .. .. .. . . .
4523 Group Insurance .. . . . . .. . ....... . .. .. ..... ... .
4524 _ _ _ _ _ _ _ _ _ _ _ _ __
4550 Refunds, Indemnities and Judgments .. . . . . . ... ... .. . . .

Figure 3(b) - County Highway Budget Estimate (contd)

---------------------
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Total
Estimate

Itelll8

4560 Rents
4561 Land
4562 Garage and Sen,;ce Buildings . . . .... . . ... ... ... .
4563 Equipment for General Use .. , , .... ',' .... ..... .
4564 _ _ _ _ _ _ _ _ _ _ _ __
4700

4590 Other Current Charges . .. .. .......... .. ......... .. .
Properties
4710 Land and Buildings (Garage and Service) ........... .
4720 Equipment
4721 Trucks .. ....... . ' " .. .. .. . .. , .. , ....... . .... .
4722 Tractors .. . ............ ....... , .. . ... . . .... . .
4723 Graders ............ . .. . ........ . ........ . . . .
4724 Other Road Equipment ... . ... ........... . . . .. .
4725 Garage Equipment .......... , .... . ... . ... . .. . .
.. ... . . . .
4726
4727
. . . .. . .. .
4728
, ... .... .
Total General and Undistributed Expense
TOTAL COUNTY HIGHWAY FUND ............... .

$

CUMULATIVE BRIDGE FUND
2000 MAINTENANCE AND REPAIR
2100 Personal Services
2110 _ _ _ _ _ _ _ _ _ _ _ _ .. . ............ $, _ _ _ __
2120 _ _ _ _ _ _ _ _ _ _ _ _ _ .............. .
2130 _ _ _ _ _ _ _ _ _ _ _ _ _ _ .............. .
2140 _ _ _ _ _ _ _ _ _ _ __
2200 Contractual Services
2250 Maintenance and Repairs by Contract .... .... . . . . ... .. .
2260 Other Contractual Services ...... ..... ...... . ....... .
2300 Supplies .. .. ........ . . . . ........ . .. ... .. ... .... . . . ... . .
2400 Materials . . . . ........... .. ...... .. ........ . .. . ... .... . .
2500 Current Charges . . ............ . ...... . ....... . . ........ .
Total Maintenance and Repair ........ . .. ... . .... . .. .
3000 CONSTRUCTION AND RECONSTRUCTION
3700 Properties
3750 Bridges
3751 _ _ _ _ _ _ _ _ _ _ _ _ _ _-DBridge
3752
Bridge
3753
Bridge
3754
Bridge
3755
Bridge
3756
Bridge
3757
Bridge
3758
Bridge
3759.1
Bridge
3759.2
Bridge
3759.3
Bridge
3759.4
Bridge
3759.5
Bridge
3760 Grade Separations
3761 _ _ _ _ _ _ _ _ _ _ _ __
3762 _ _ _ _ _ _ _ _ _ _ _ __
3770 _ _ _ _ _ _ _ _ _ _ _ _ _ ..... ......
Total COlUltruction and RecolUltruction

..
..
..
..
..
..
..
..
..
..
..
..
..

..

TOTAL CUMULATIVE BRIDGE FUND .... .. . . .. . .
~

$,====

The footnote under the budget d888ifications for "CONSTRUCTION AND RECONSTRUCTION" in the
County Highway Fund is likewise applicable to appropriations for construction and reconatruction in the Cumulative Bridge Fund.

Figure 3(c) - County Highway Budget Estimate (contd)
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LOCAL ROAD AND STREET FUND
Total

3000

~

CONSTRUCTION AND RECONSTRUCTION
3700 Properties
3740 Roads
3741 _ _ _ _ _ _ _ _ _ _ _ --.Road
3742 _ _ _ _ _ _ _ _ _ _ _ _ _ _Road
3743
Road
3744
Road
3745
Road
3750 Bridges
3751
Bridge
3752
Bridge
3753
Bridge
3754
Bridge
3755 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _Boridge
3756
Bridge
3757
Bridge
3758
Bridge
3759.1
Bridge
3759.2
Bridge
3759.3
Bridge
3759.4
Bridge
3759.5
Bridge
3760 Grade Separations
3761 _ _ _ _ _ _ _ _ _ _ _ _ __
3762 _ _ _ _ _ _ _ _ _ _ _ _ __
3770 _ _ _ _ _ _ _ _ _ _ _ __
TOTAL LOCAL ROAD AND STREET FUND .... . . .

$

~:

The footnote under the budget classifications for "CONSTRUCTION AND RECONSTRUCTION" in the
County Highway Fund is likewise applicable to appropriations from the Local Road and Street Fund.

_ _ _ _ _ _ _ _ _ _-JFUND
(Detail by fund and by appropriate budget classifications any other fund administered by the County Highway Department. If
necessary, attach separate sheet or sheets.)

Dated this _ _ _day of_ _ _ _ _ _ _ _ _ , 19_ _
County Highway Supervisor

APPROVED: _ _ _ _ _ _ _ _ _ _ _ _, 19___

Members of Board of Commissioners

Fig ure 3(d) - County Highway Budget Estimate (contd)
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Pre!cribe<i By State Board of Accounts

County Budget Form No.6 (Rev. 1972)

BUDGET ESTIMATE
COUNTY COMMISSIONERS

_______________________________COUNTY, INDIANA
For Calendar Year 19 _ _
Items

100

PERSONAL SERVICES
110 Salaries and Wages
111 County Commissioners ...... . .... . ... . ... . ...... . .... . $, _ _ _ _ __
112 County Councilmen .... .. ..... . ..... . . .. . . ..... ... ... .
113 County Attorney (If on Salary) ...... . ..... . ... . . .. ... .
114 Clerical Assistants .. . .. . .. .... . .. .. .. . ... . .. .. ...... . .
115 Attendance Officers
116 __________________________ . ...... .. . .. .... ..
117 __________________________ ................ ..
118 __________________________ .. .......... . ... ..
119 Other Officers andEmployees
119.1 __________________________ .......... .
119.2 _________________________ ....... .. ..
119.3
- - - - - - - - - - - - - ........ . ..
120

200

Other Compensation (Fees, Per Diem and Other
Allowances for Personal Services)
121 Tax Adjustment Board .. . . .. ....... . ..... . ......... . . .
122 Road Viewers . .. .. . ....... . . . ... . . ... . .. . ... . . . . .. . . .
.. . ..... . .... .. .. .
123
...... .. .. ... .. . . .
124
125 __________________________ ................ ..
Total Personal Services

CONTRACTUAL SERVICES
210 Communication and Transportation
211 Freight and Express ................. . ............... .
212 Postage . .. .. .... .. ...... . .. . ....................... .
213 Traveling Expense
213.1 County Commissioners ............. . ............ .
213.2 County Councilmen . ....... . ...... . ... . .. . ...... .
213.3 Attendance Officers .......... . .. . ............... .
213.4 Representatives Attending Meetings of
State and National Organizations . .... . . . .. .. . . . . . .
...... .. .. .
213.5
213.6 ____________________ .. .. .. ... ..
214 Telephone and Telegraph
215 ________________ .. .... ......... .. .
216 ___________________ ................ ..
240

Printing and Advertising
241 Printing, Other Than Office Supplies ....... . . . . . ... .. .. .
242 Publication of Legal Notices .... .. .. .. .. . ... . . . . . .. . . .. .
243 Photographing and Blue Printing ... .. .......... .. . . . . . .
244 _________________ .... ............ ..

250

Repairs (Including Materials and Parts)
252 Office Equipment .. . ..... ... . ... .. . ...... . . ... ........ .
253 Rebinding Records ... .... . . . .. . .. . ...... . ...... .. . . . . .
....... .. ... . . . .. .
254
.... .. .. . . ...... .
255
255
. . . .. . .. . . ....... .

260

Other Contractual Services
261 Legal Services . .. .. . ..... . . . . . .. . . . . . ........ . ... ..• ..
262 Laundry and Cleaning Services .. . ...... . .. .. . ... . . .. . . .
263 Solid Waste Disposal ...... . ........ . , ....... . . . .. .... .
264 Ambulance Service .. .... . . . . . . . .. . .. .. . .. .. .. .. . . .. .. .
265
. . .. . ..... .. . . ... .
266
... ... . .. ...... . ..
267
............. ... ..
268
.. .. ... . . . ... . . .. .
..... . .... . ...... .
269
Total Contractual Services

Figure 4(a) - County Commissioners Budget Estimate

Total
Estimate

$,----
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Items

300

SUPPLIES
360 Office Supplies ............ .... .. . . . ................ .. . ... .
370

Other Supplies

371 _ _ _ _ _ _ _ _ _ _ _ _ _

372 _ _ _ _ _ _ _ _ _ _ _ _ _
373 _ _ _ _ _ _ _ _ _ _ _ _ _
Total Supplies
500

Total
Estimate

00

00

•

00

00

...

.

00

00

00

00

00

...

00

00

00

.

.

00

00

00

00

00

00

..

00

..

..

CURRENT CHARGES
510 Official Bonds and Insurance (Other Than Employee Benefits)
511 Official Bonds ................................ . .. . . ... .
512 Insurance
512.1 Buildings and Structures, Personal Property,
Liability and Other Casualty Coverage ... . . .. ..... .
512.2 Workmen's Compensation .... ... ............... . .
.. ... . . . .. .
512.3
520 Employee Benefits - County's Share
521 Social Security Contributions . ......................... .
522 Retirement Contributions ... . ........ . ...... . ......... .
523 Group Insurance ..................................... .
524 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
525 _ _ _ _ _ _ _ _ _ _ _ _ _ _ ...
.

00

..

00

00

..

00

...

00

00

00

....

00

00'

00

530

Awards, Grants and Public Assistance - County
Welfare Department (Reserved)

540

Awards, Grants and Public Assistance - Other Than
County Welfare Department
541 County Hospital ............ . .......... . ............. .
542 Public Health Nursing Association .. .. ... .. .. .... . ... . .. .
543 Mental Health Centers, Mental Retardation Centers
and Psychiatric Clinics
543.1 _ _ _ _ _ _ _ _ _ _ _ _ _ _
543.2 _ _ _ _ _ _ _ _ _ _ _ _ _ _
543.3 _ _ _ _ _ _ _ _ _ _ _ _ _ _
543.4 _ _ _ _ _ _ _ _ _ _ _ _ _ _ ..
544 Agricultural Fairs and 4H Club Associations
544.1 Construction of Buildings ............ . .......... .
544.2 Operation and Maintenance of Buildings . .......... .
544.3 Fair Premiums and Expenses .............. . .. ... .
544.4
.......... .
545 Soil and Water Conservation District ..... . ............. .
546 Care of Patients and Inmates in Institutions
(Including Expenses Incidental to Commitment) . ....... .
547 Burial of Soldiers, Sailors, Marines, Their
Wives and Widows . ... . .. . .............. . ........ . ... '.
548 _ _ _ _ _ _ _ _ _ _ _ _ _ _
549 Other Awards, Grants and Public Assistance .......... . . .
549.1 _ _ _ _ _ _ _ _ _ _ _ _ _ _
549.2 _ _ _ _ _ _ _ _ _ _ _ _ _ _ ....
549.3 _ _ _ _ __ _ _ _ _ _ _ _ _
00

00

00

00

00

..

00

...

00

..

00

00

..

.

00

00

..

00

..

.

00

....

00

00

.

00

00

00

00

..

00.00

00

00

..

00

00

....

.

........

.

550 Refunds, Indemnities and Judgments
551 Tax Refunds (No Appropriation Required) .... . . ... ... . .
552 Court Judgments ......... . .. ... .................. ... .
553 _ _ _ _ _ _ _ _ _ _ _ _ _ ......... ..... ... .
560 Rents
561 Land .......... . ...... . ............................. .
562 Buildings and Office Space ................ . ...... . .... .
563 Equipment .... .. . ........... . ....... . ............ ... .
564
................ . .
565
........ . .... .... .

Figure 4(b) - County Commissioners Budget Estimate (contd)
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)
Items

570

Dues and Subscriptions
571 County Membership Dues in State and National
Organizations .. .. ... .... .. .... .. . .. .. ...... . ..... . .. .
572 Subscriptions to Magazines and Periodicals ..... .. .. . . . .. .
573
... . . ...... . ... .. .

580 Drainage Expense
581 General Drain Improvement Fund Advance .. . ... . ... ... .
582 Assessed Benefits to County Property .... . . . .... . ... .. . . .
583
. ... . ... . .... . ... .
590

Other Current Charges
591 Return of Fugitives ..... . .. . . . ........ . ........ .. .. . . .
592 Change of Venue Costs .... . . .. ........ . .. . . . . . . . . . .. . .
593 Examination of Records ....... . .. . .. . . .. . .. ... . .. . ... .
594 Animal Health Testing ... . .......... . ................ .
595 School Transfer Tuition Costs .... .. ..... .. .. . ......... .
596
. . ..... . ... . . .... .
597
. . .. ......... . ... .
... . ..... . ... . .. . .
598
599 Other
599.1 _ _ _ _ _ _ _ _ _ _ _ _ _ .
599.2 _ _ _ _ _ _ _ _ _ _ _ _ _ _
599.3 _ _ _ _ _ _ _ _ _ _ _ _ _ _
Total Current Charges ........... . ... . .... .. ..... . .... .
00

00

00

00

•

00.00

600

00

00

•

00

00.00

00

00

00

CURRENT OBLIGATIONS
610 Emergency Loans
611 Principal ...... . .......... .. ......... . ....... ... . .. .. .
612 Interest .. . . . ..... . ............... . . .. . . .. . ... .. ..... .
620

Temporary Loans
622 Interest . ........ . .......... .. .. . . ..... . ..... .. ..... . .

630 School and Cemetery Fund Loans
631 Principal Deficit .... . ..... .. .. . ... . .. .. . . ... . .. . .. . .. .
632 Interest Deficit .... . ... . . . ... . ......... . . . . ... . . . .. . . .
640
650

- - - - - - -_ _ _ _ _ _ 0 0

00

_ _ _ _ _ _ _ _ _ _ _ _ _ 00.

00.00

00

.

00.00

00.00

00

00

00'

00

00

Total Current Ogligations . . ......... . . . ... .. .... . .. .. . .
700

PROPERTIES
710 Buildings, Structures and Improvements
711 Land and Land Improvements .......... . . . .......... . . .
712 Buildings
712.1 _ _ _ _ _ _ _ _ _ _ _ _ _ _
712.2 _ _ _ _ _ _ _ _ _ _ _ _ _ _
712.3 _ _ _ _ _ _ _ _ _ _ _ _ _ _ .... ... . .. .
713 Other Structures
713.1 _ _ _ _ _ _ _ _ _ _ _ _ _ _
713.2 _ _ _ _ _ _ _ _ _ _ _ _ _ _ .. ....... ..
713.3 _ _ _ _ _ _ _ _ _ _ _ _ _ _ ...... . .. ..
00

00

.00

00

720

.

..

..

00

..

.

.....

..

.....

..

Equipment
721 Furniture and Fixtures .. . . . ............. . ..... . . . .... .
722 Office Machines . . ... . . . ....... . . .... . . . .. . . ... .. . .... .
723 Motor Vehicles .. . ................................... .
724 Other Equipment
724.1 _ _ _ _ _ _ _ _ _ _ _ _ _ _ .......
724.2 _ _ _ _ _ _ _ _ _ _ _ _ _ _ .. .
724.3 _ _ _ _ _ _ _ _ _ _ _ _ _ _ .. ....... "
Total Properties
00

00

00

00

00

..

Figure 4(c) - County Commissioners Budget Estimate (contd)

Total
Estimate
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Total
Estimate

Item.

800

DEBT SERVICE
810 Payment of Principal
811 Court House Bonds . . . .. .. .. .... . .. .. .. . . . . . . . . . .... .. .
812 Jail Bonds . . . .. . . . . . . .. . .. .. ..... .. .. .... . . . . .. . . . . . .
813 Hospital Bonds . .. . .. . ... . .. ...... . .... . .. . .... . . .. .. .
814 Bridge Bonds . . . .. . .... . . .. .. . . . .. .. . . .. . . . . . . . . .. ... .
815
. .. . . . . . .. .. . . . . . .
816
. .. . .. . ... ....... .
820

830

Payment of Interest
821 Court House Bonds
822 Jail Bonds . .. . . ..
823 Hospital Bonds ...
824 Bridge Bonds .....
825
826

.. ... . . . . . . . .. . ... .. . . . . ... .. . .... . .
. .. .. . ... .. .... . ... . . . . .. . . . . .. .... .
. . ... . .. . .... . . .. . ... . .. . . .. . . ... . . .
. ... . . . . . . . .... ... . .... . . . ..... . . . . .
. . . .... . . . . . ... .. .
.... . . . . .. . . . .. . . .

r aying Agent Fees .... ... . . . . .. . . . ... . .. . . . . . .. . . . . .. . ... .
Total Debt Service ...... . . . .. . .. . .. . ... . . . .. . . ... .. . . . .
TOTAL BUDGET ESTIMATE . .. . .. .. . . . . . . .. .. ... . . . .

$, = = = =

Wc hereby certify that the foregoing is a true and f air estimate of the necessary expenses of this board for the calendar year
19_ _ f or the purposes therein specified.
Datcd this _ _ _ _ _ _ day

0'1.(_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ ,

19_ _

Board of County Commissioners

Figure 4(d) - County Commissioners Budget Estimate (contd)
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provided and made available to the Board of County Commissioners to carry out
the road improvement plan in the particular county.

Therefore, if the budget

estimate is to truly represent "the county road plan" for the year ahead, many
different items of expense must be considered, such as personnel and salary
schedules, equipment needs, operating facilities, work methods, current
operation costs, plus individual project construction costs.
The Board of Commissioners must of necessity rely on the County Highway
Engineer, Supervisor, Bookkeeper and Cost Clerk to gather and compile the
budget information.

In any event, the budget estimate can only be realistic

if the line-by-line items in the budget are related to the maintenance and
construction projects planned for the year ahead.

Consult HERPIC GUIDE MANUAL,

Records and Reports for Indiana County Highway Departments for additional
details on budget preparation.
In the same way that estimated costs for labor, materials, and equipment
charges are used to build the total estimated costs of each project or unit of
work, so likewise do these same charges also build the line-by-line items in
the budget estimate.

Again, pointing to the need for good, complete records

on labor costs, equipment costs, and material costs for both maintenance and
construction.
After the initial budget estimate has been assembled, the County Board
reviews the itemized entries, weighs the total budget against the improvements
planned, and considers alternate methods of carrying out the plan.

Finally,

after the budget estimate has been approved by the County Board, it is submitted
for review and adoption in the ORDINANCE FOR APPROPRIATIONS, by the County
Council at its annual meeting early in September.

8.

Priority Budget Items - Each county highway department has its own unique

problems, requests, needs, income and method of operation.

For this reason,

there is no simple method or procedure for appraising or weighing the merits
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or adequacy of a budget estimate for a county highway department.
Quite apart and separate from the listings and format of the Budget
Estimate (County Budget Form #26) there are four (4) priority expense
categories to be deducted from the estimated income of the County Highway
Fund (Fig. 3a- 1c) in order to determine the amount of funding available for
the "work-program" of construction, repair and maintenance.
priority expense categories to be deducted are:

The four (4)

Administration; Wages and

Benefits; Overhead Costs; Equipment Needs; and Traffic Services.

A brief

commentary on each expense category follows:
(a)

Administration - Priority attention should be given to the super-

vision needs and the engineering needs; both determine in large measure
what and how much is accomplished.

Supervision is an absolute must if

the daily work program is to have purpose and direction.

Engineering

standards are an absolute must if the work program is to produce lasting benefits and improvements.

This deduction should include the

salaries of the Engineer, the Clerk or Bookkeeper, the Supervisor,
plus any

Roa~

Foreman in a supervisory capacity.

Administration costs

should also include equipment operation costs for the vehicles or pickups assigned to the above persons.
(b)

Personnel, Wages, Fringe Benefits - The manpower needs of county

highway departments are determined to some extent by the size of the
county and the mileage in the county road system.

However, county

boards should be alert to opportunities to reduce labor costs by keeping the number of employees as low as possible and employee-productivity
as high as possible.

The annual budget is an appropriate place to

eliminate excessive manpower.
However, attracting and keeping dependable, productive employees
is mostly a matter of compensation.

The annual budget should provide

for salaries and wages that pace current increases in the cost Jf
living; likewise, for hospitalization and retirement plans comparable
to that for other public employee groups.

This deduction should include

the salaries, wages, and benefits for all other county highway employees.
However, because this is a major expense category, it is suggested that
salaries and wages be totalled separately from fringe benefits.
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(c)

Overhead Costs - The operating expense for rents, heat, light,

power, telephone, insurance, office equipment and supplies are
generally considered "overhead" for budget purposes.

These costs

must be included in the annual budget, irrespective of the annual
work program .

Even though these are normally minor cost categories,

they should be included in the deductions to determine the funding
available for the annual work program.
(d)

Equipment Needs - Assessing annual equipment ne eds often requires

experienced judgement.

Because the purchase of highway equipment

normally requires a major outlay of funds, County Commissioners should
cautiously avoid the situation where several items of equipment need
replacing in the same year .

Ideally therefore, one or more equipment

items should be considered for replacement in each annual budget.
Reducing operating costs and increasing productivity are the two
major considerations in weighing the annual equipment needs .

These

two considerations should be applied to the "total-equipment-fleet" as
well as to the "specific-equipment-item".

However, the decision for

the replacement of a specific equipment item should be based on:

(e)

•

operating costs and down-time
(in relation to other comparable units)

•

repairs needed, costs and down - time

•

new replacement costs

•

equipment rental costs.

Traffic Services - The annual cost of snow removal, ice control,

traffic signing, and emergency clean-up is another cost category to be
included in the deductions for determining the funding available for
the annual work program.

Admittedly, some of these costs are quite

variable from year to year.

However, a reasonable estimate, based on

the past three or four years, should be made for this deduction.
Starting with the estimated annual income of the County Highway Fund,
and making deductions for administration, wages and fringes, overhead, equipment needs and traffic services, county road officials should determine the
estimated "dollar-amount" available for their annual work program from the
County Highway Fund .
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9.

Budgeting Work-Program - The annual work- program (construction - r epair -

maintenance) may be budgeted from:
county Highway Funds
Cumulative Bridge Funds
Local Road and Street Funds
Federal Revenue Sharing Funds
(see also Item 4 - pages 6 - 15)
Having made deductions for the priority budget items from the County
Highway Fund, the remainder of this fund is available for the work - progr am .
Normally, the estimated income available from all the other three (3) funds
may be budgeted for the work - program in the various classifications provided
in the Budget Estimate (County Budget Form #26)

(see Figs . 3a - 3d) .

Again, there is no standard formula o r guideline for weighing the
merits of a given work program.

Each must be developed on the basis of

demonstrated needs and income .

However , there are certain key questions

that can be applied to any budget estimate - - - large or small county, rural
or urban county --- that will serve to test the merits and adequacy o f any
county road work program .

The following list of analysis questions will

prove helpful to all county road officials in rating the annual work program
for their county .

The order of the questions does not necessarily indicate

their order of importance .
(a)

Construction vs Maintenance - Does the work program have a reason -

able balance between construction and maintenance?
(b)

Work Methods and Organization - Would a change in the work - methods

and personnel- organization of the county highway department produce more
and better road improvements with the road dollars available?
(c)

Projects Selected by Need - Have the construction projects included

in the work program been selected by need, as measured by road classi fication, traffic counts, and priority rating?
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(d)

Project Location and Type - Does the work program represented by

the budget estimate have a reasonable balance as to location and type
of project?
(e)

Standards - Are the standards of construction and maintenance

adequate to meet anticipated traffic needs?
(f)

Safety Improvements - Does the work program provide for highway

safety improvements?
(g)

Cost Estimate by Project - Have the county's cost records been

used to develop a cost estimate of proposed projects represented in
the work program?
(h)

Contract Method vs Force Account - Can the work program be accom-

plished at least cost to the county by force account --- or by letting
to contract?
The foregoing questions should help County Commissioners and others
examine the annual road budget proposal and work programs from many different points of view .

County Commissioners should also refer to a similar

group of questions along with related commentary outlined in Section 3 MANAGEMENT PRINCIPLES.

10.

Budget Approval - The detail review of the budget estimate by the Board

of County Commissioners is helpful in a number of different ways:
First, it provides the county board with a first-hand opportunity to
study the county's four-year road plan in relation to all available
funds; i.e., Cumulative Bridge Funds, Local Road and Street Funds,
Federal-Aid Highway Funds and Federal Revenue-Sharing Funds.
Second, there are many items of county road policy that can be implemented
only through the annual budget estimate, such as the employment of a
County Highway Engineer or additional office or garage personnel.

There-

fore, the review of the annual budget estimate provides each County
Commissioner with an opportunity to exert a guiding hand on county road
policy as well as the program for the year ahead.

10-35

Third, the county board gains a familiarity with the details of the
next year's program and is able to present and justify the budget estimate to the County Council and to the public in general.

This is

particularly important when the budget estimate contains controversial
items of expenditure.

Approval of the annual county road budget is not an established fact
until the County Council has officially adopted the ORDINANCE FOR APPROPRIATIONS at the annual meeting of the Council, early in September.

The appro-

priation ordinance (County Budget Form No. 30 - Rev . 1972) is a formal document that covers the budget appropriations for all other county offices and
departments.
Figure 5 shows the preamble and signatory sections of the ordinance
document.

Fig. 6a-6d shows the sections dealing with the County Highway Fund,

the Cumulative Bridge Fund, and the Local Road and Street Fund, respectively.
In highway matters, the county board's interest will center on these three
sections of the budget ordinance.

Fig. 7 shows the section on the County

Commissioners budget.
In years past, getting the budget approved by the County Council was a
major hurdle for the county road program.

Many county councils would arbi-

trarily and capriciously reduce budget requests, often causing a complete
disruption of the next year's program.
This situation has been much improved by legislation that mandates the
County Council to appropriate 99% of the County Highway Fund, at the time of
their annual meeting, where the Board of County Commissioners file a four-year
road plan for construction and improvement and a one-year road plan for maintenance and repair (IC 6-1.1-18-8).
While this legislation has been helpful in getting budget appropriations
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Prescribed

~y

State Board of Accounts

County Budget Form No. 30 (Revised 1972)

ORDINANCE FOR APPROPRIATIONS
Section 1. Be it Ordained by the County Council of
County. Indiana.
That for the expenses of the County government and its institutions for the year ending
December 31, 19___ , the following sums of money are hereby appropriated and ordered set apart
out of the several funds herein named and for the purposes herein specified, subject to the
laws governing the same. Such sums herein appropriated shall be held to include all expenditures authorized to be made during the year, unless otherwise expressly stipulated and provided for by law.
Sec. 2. That for the said fiscal year there is hereby appropriated out of the "County
General Fund" the foUol,ring:

Figure 5(a) - Preamble to Appropriation Ordinance

Presented to the County Council of ___________________________________ County, Indiana, and
read in full for the first time this _______day of _____________________

19_

President County Council

Attest:
County Auditor and/or Clerk of County Council

Presented to the County Council of ___________________________________ County, Indiana, and
read in full for the second time, and adopted, this _______day of _____________________ , 19___ ,
by the following vote:
Nay

Yea

Councilman

Councilman

Councilman

Councilman

Councilman

Councilman

Councilman

Councilman

Councilman

Councilman

Councilman

Councilman

Councihum

Councilman

;\ttest:
County Auditor and/or Clerk of County Council

Figure 5(b) - Signatory Section of Appropriation Ordinance
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ORDINANCE FOR APPROPRIATIONS (Continued)
Appropria tion
Requested

Amount
Appr opr ia te d

Sec . 3. That for said fiscal year there is hereby appropriated out of the "County Hi g hway
Fund" the followin g :
COUNTY HIGHWAY FUND
1000

2000

3000

Administration
1100

Personal Serv ices ..... . .. . .............. . . . .. . .. . . . . $____________ $"- - - - - -

1200

Contractual Services ......... . . . .. .. ... . .... . ... . .. .

1300

Supp 1 ies .. .... .. . .. . ............ . . . .... ...... ..... . .

1500

Current Charges .. ..... . .... . . . . . ............. . ..... .

1700

Properties . . . .. . ... . ... ....... .. .. . . .. .. .. .. . ..... . .

Maintenance and Rep a ir
2100

Personal Services . . .. .... ... .. . . . ..... .... . .. . ... .. .

2200

Contractual Services ....... . ...... .. ............... .

2300

Supplies . . . . .... . . . ...... . ..... ... . . . . .. .. . . . . . .... .

2400

Ma ter ia ls . . .. . . . .. . .. . ..... .. . .. .. . . •. .. ..... . . .... .

2500

Current Charge s ........ . ..... . ... . ... . . .. .. . ... . .. . .

Construction and Reconstruction
3700

Properties
3740 Roads
3741 _________________________________ Road .. .
3742 _________________________________ Road .. .
3743 _________________________________ Road . ..
3744 _________________________________Road . . .
3745 _________________________________Road . . .
3750 Bridges
3751 _________________________________Bridge
3752

_________________________________Bridge

3753 _________________________________Bridge
3754 _________________________________Bridge
3755

_________________________________Bridge

3760 Gr ade Separations
3761
37 62
3770

- - - - - - - - - -- " " "

... ...

Figure 6(a) - County Highway Section of Appropriation Ordinance

10-38

ORDINANCE FOR APPROPRIATIONS (Continued)
Appropriation
Requested
4000

Amount
Appropriated

General and Undistr i buted Expens e
4 100

Per s ona 1 Services ......... . ... .. .. . . . . . . . . .. ..... . . .

4200

Contractual Servic es .. . ........ ..... .. ... . . . ... .. . . .

4300

Supplies ..... .. ..... ... .. . . . .... . .. ... ... . ...... ... .

4500

Current Charges .. ......... .. . . ... . . . . ... .. . . .. .. . . . .

4700

Propert i es ... .. . ... ...... . .. . . .. . . . .. . ..... . .. . . . . . .
TOTAL COUNTY HIGHWAY FUND. .. .. . . . .. .. . . .. . . . ...

$~~

_ _ _ _ $_ _ _ _~~

Sec. 4 . That f or said fiscal year there is hereby appropriated out of the "C umulativ e
Bridge Fund" the f o llowing:
CUMULATIVE BRIDGE FUND
2000

3000

Maintena nce and Repair
2100

Personal Serv ices .. ... . ... . ..... . ........ . ...... . ... $_ _ _ _ _ _ $_ _ _ _ __

2200

Contractua 1 Services . . ............... . ... . ......... .

2300

Supp lies .. . . ..... ... .... ... . ..... . . . ... .. .. . ...... . .

2400

Materials .. . . . . . . .. . . . .. . . ......... . .......... .. . . . .

2500

Current Charges ... .. . .. .......... . .............. .. .•

Construction and Reconstruction
3700

Properties
3750 Bridges
3751

Bridge

375 2

Bridge

3753

Bridge

3754

Bridge

3755

Bridge

3756

Bridge

3757

Bridge

3758

Bridge

3759.1

Bridge

3759 . 2

Bridge

37 59 .3

Bridge

3759 . 4

Bridge

3759.5

Bridge

3760 Gr a de Separations
3761
3762

Figure 6(b) - County Highway Section of Appropriation Ordinance (contd)
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ORDINANCE FOR APPROPRIATIONS (Continued)
Appropriation
Requested

Amount
Appropriated

CUMULATIVE BRIDGE FUND (Continued)
3770 _ _ _ _ _ _ _ _ _ _ _ _ _ _ .......... ..
TOTAL CUMULATIVE BRIDGE FUND .... . ..............

$====== $0======

Sec. 5. That for said fiscal year there is hereby appropriated out of the "Local Road
and Street Fund" the following:
LOCAL ROAD AND STREET FUND
3000

Construction and Reconstruction
3700

Properties
3740 Roads

-------_$---------

3741

Road ... $

3742

Road ...

3743

Road ...

3744

Road ...

3745

Road ...

3750 Bridges
3751

B.~idge

3752

Bridge

3753

Bridge

3754

Bridge

3755

Bridge

3756

Bridge

3757

Bridge

3758

Bridge

3759.1

Bridge

3759.2

Bridge

3759.3

Bridge

3759.4

Bridge

3759.5

Bridge

3760 Grade Separations
3761
371)2
3770

............
TOTAL LOCAL ROAD AND STREET FUND ............... $

========$========

Figure 6(c) - County Highway Section of Appropriation Ordinance (contd)
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approved by the County Council, it makes it further incumbent on the county
board to develop a realistic road improvement plan in the first instance, and
then to give the plan sufficient pUblicity and explanation to develop broad
public support to proceed with the plan.

11.

(See Section 8 - Four-Year Road Plan)

Budget Administration - This phase of county road budgets, even though

last, is an important responsibility of the county board.

The Board of County

Commissioners has the exclusive authority and responsibility for:

• purchasing materials, goods, supplies, and equipment
(IC 8-18-2-1; IC 5-17-1-1; IC 17-1-24-35)
• letting of contracts for county road and bridge projects
(IC 17-1-24-36; IC 17-2-47-1 et seq.)
~

allowing all claims against the county
(IC 17-1-24-37; IC 17-2-38-3)

• maintaining a system of cost records on county highway operations
(IC 8-17-4.1-1 et seq.)
In discharging these responsibilities it is necessary to comply with the
following legal requirements:
~

that a valid disbursement of funds can be made only if an available and
unexhausted appropriation exists for the calendar year in which payment
is to be made
(IC 17-1-24-21) and

• that contracts, agreements, and all obligations of every and any sort
beyond such existing appropriation are declared to be absolutely void.
(IC 17-1-24-25).
Thus, when the county board's authority is matched against the legal
requirements for available appropriations, the responsibility and need for
proper budget administration takes on added importance.

While the individual

county board member usually has a minor role in the action

det~ils

of budget

administration, the board has a major responsibility for the employment of
competent personnel to handle this function.
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CHART OF BUDGET - EXPENDITURE RECORDS

ACTION D ET AI LS

FUNCTION

BUDGET ESTIMATE

APPROPRIATION

~

.

1
REQUISITION

ENCUMBRANCE

DISBURSEMENTS
Only Afte r
Delivery of Goods or
Completion of Contract

..

.

..

Budget Estimate prepared by Highway
Engin eer or Supervisor, approved by
Board of County Commissioners and
submitted to the County Council fo r
review, revi sion and approval.

FORMS USED

BUDGET ESTIMATE
(County Budget Form No . 26)

STATEMENT OF SALARIES AND
WAGES PROPOSED TO BE PAID
OFFICERS AND EMPLOYEES
(County Form No. 144)

Ordinance for Appropriations adopted
by County Counci(after two readings;
additional appropriations, if needed,
require a special me eting of the County
Council for thi s purpose.

ORDINANCE FOR APPROPRIATIONS
(County Budget Form No . 30)
County Auditor handles thi s form

Requisitions prepared by Highway
Engi neer or Supervisor to show
quantity and specifications of materials ,
supplies, or equipment required; filed
with County Auditor who advertises
for Bids, County Commissioners receive
and accept 'or reject Bid Proposals.

HIGHWAY SUPERVISOR'S
REQUISITION
(County Form No. 116)

Encumbrances made by Purchase Order
or Award ed Contract. The amount of
encumbrance , whether Purchase Order
or Contract , must not exceed the
amount ava ilable from the Appropria tion . Encumbrances posted to County
Form No. 24A.

PURCHASE ORDER
(General Form No . 98)

Disbursements made by itemized and
certified claim by Claimant, approved
by Highway Engineer or Supervi sor,
filed with County Auditor, allowed
by the Board of County Commission ers and a Warrant issued by the County
Auditor. Disbursements posted to
County Form No.'s 24A, 24B and
24C.

CLAIM
(County Form No. 17)

(

Figure 8

BID PROPOSAL - (by Vendor)
(Form No. 95)

BID PROPOSAL - (by Contractor)
(Form No. 96)

SCHEDULE OF CLAIMS
(County Form No. 3)

COUNTY HIGHWAY DEPARTMENT
CLAIM
(County Form No. HD17)
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ll(a)
Records and Reports - In the administration of the annual
county road budget, it is necessary to keep and maintain a system
of records and reports covering three separate categories of information, as follows:
Appropriation Records.
Purchase Records.
cost Records.
All three groups are official records, kept on prescribed forms, and
subject to periodic audit by the State Board of Accounts for accuracy,
completeness and compliance with the laws and regulations. The following
is a brief summary of the nature of these records and their use by the
county board.
APPROPRIATION RECORDS consist of three separate ledger accounts that are
used to keep an accurate record of all receipts and disbursements, as
well as the encumbrance, disbursement and balance in each separate
appropriation. These records are indispensable for keeping track of the
unencumbered balance available for expenditure in each appropriation.
PURCHASE RECORDS consist of a series of prescribed forms that implement
and document the purchase of materials, supplies, and equipment . These
records normally start with a Requisition for a specific item of purchase
and end with a Claim allowed by the county board for payment of same. The
complete purchase procedure is set forth in the HERPIC Guidelines on
PURCHASING AND PURCHASE CONTRACTS BY INDIANA COUNTY HIGHWAY DEPARTMENTS.
See also the chart in Figure 1 showing the county highway budgetexpenditure process. The purchase records are not only required by law
but are absolutely necessary to implement the purchase process and to
keep track of the appropriation records.
COST RECORDS consist of a series of prescribed forms that implements
the assignment of costs for Labor, Materials, Supplies, Equipment Charges,
Contractual Services, and Overhead to each road or bridge project. These
records segregate overall costs for repair and maintenance and for
construction. The general procedures for the keeping of these records
are set forth in the HERPIC Guide Manual on RECORDS AND REPORTS FOR
INDIANA COUNTY HIGHWAY DEPARTMENTS. See also charts in Fig. Band 9
showing the relation between the several cost records and reports. The
annual operating costs for each piece of equipment, as well as the Annual
Operational Report, are a tremendous asset to county road officials in
disclosing uneconomical practices and in the preparation of the budget
estimate for the following year.

ll(b)
Personnel and Organization - For most county highway departments,
the county board will need to employ the full-time efforts of two or
possibly three persons to keep the system of records required for a
proper budget administration. A full-time Bookkeeper, a full-time Cost
Clerk, plus a Stores Clerk can normally keep the required records current
and up-to-date. This, of course, will vary with the size of the county
and other factors.
In addition to providing sufficient and competent personnel for budget
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CHART OF ACCOUNTING RECORDS AND REPORTS

DESCRIPTION

FUNCTION

CASH
CONTROL

APPROPRIATION
CONTROL

.

.

1
EXPENDITURE
CLASSIFICATION

..

FORMS USED

Cash Record of Receipts, Disbursements
and Cash Balance in each fund used by
the County Highway Department ineluding the County Highway Fund,
Cumulative Bridge Fund, and Local
Road & Street Fund .

FUND LEDGER AND LEDGER OF
RECEIPTS
(County Form No. 24B)

Appropriation Record of Appropriations,
Encumbrances, Disbursements, and Appropriation Balance for each of the Major
Budget Classifications approved in the
Ordinance for Appropriations.

LEDGER OF APPROPRIATIONS,
ENCUMBRANCES, DISBURSEMENTS
AND BALANCES
(County Form No. 24A)

Expenditure Record of Disbursements by
DETAILED LEDGER OF DISBURSEMENTS
Minor Expenditure Classification for each
of the Major Budget Classifications ap(County Form No. 24C)
proved in the Ordinance of Appropriations.

1
OPERATIONAL
REPORT

INVENTORY
CONTROL

..

.

Operational Report of the Performance
and Progress of the County Highway
Department for the calendar year period.
County Form No.'s 24A , 24B and 24C
provide the main source of data for this
report.

ANNUAL OPERATIONAL REPORT
(County Highway Form No. 16)

Inventory Report of all Equipment, Mater- ANNUAL INVENTORY REPORT
ials and Supplies owned by the County
(General Form No. 315A)
Highway Department at the close of each
calendar year.

Figure 9
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administration, the county board can increase the effectiveness of the
record-keeping, as well as the total county highway effort, by (1)
establishing centralized work operations from the county highway garage,
(2) concentrating the purchasing authority in the hands of two or three
key employees and (3) placing a night- man in charge of routine servicing
of equipment. These practices are also reviewed in Section 6 - Organization of Operations.
ll(c)
Additional Appropriations and Transfers - Expenditures from a
given appropriation are limited to the amount originally authorized by
the County Council in the ORDINANCE FOR APPROPRIATIONS, adopted at its
annual meeting in September . Therefore, in the event of an emergency
or a change in income, costs or needs, the appropriation ordinance can
only be changed by the County Council at a regular or special meeting
(IC 17-1-24 - 20) .
Thus, it is incumbent upon all county road officials to anticipate their
needs in those appropriation accounts that are nearing depletion; likewise, to anticipate their needs where an appropriation account does not
exist. A special meeting of the County Council, advertising budget
changes to the taxpayers, and certification to the State Board of Tax
Commissioners is a time-consuming procedure.
Therefore, additional appropriations or transfers should be kept to a
minimum by estimating the annual needs as completely as possible in the
original budget. The procedure for transferring appropriation accounts
has been reviewed previously under paragraph 2(h) . Consult Appendix A
for the details for handling additional appropriations and/or transfers.
ll(d)
State Agencies - The requirements for the administration of the
county road budget are set for 'th in the several statutes that have been
previously cited . In addition the county road budget comes within the
purview of the State Board of Tax Commissioners and the State Board of
Accounts .
In relation to county road budgets, the State Board of Tax Commissioners
are mainly concerned with the approval of appropriations (all funds) and
with the establishment and administration of the Cumulative Bridge Fund .
Changes or revisions in the annual budget for the County Highway Fund are
seldom referred to the State Board of Tax Commissioners, at budget-time,
since local tax levies are not involved.
The State Board of Accounts has a somewhat wider review authority since
field examiners from this board make periodic audits of the financial
records of all local units . The main purpose of these field audits is to
determine if the local units are using the prescribed forms and regulations in the keeping of records and if the expenditures have been made in
accordance with the provisions of Indiana statutes.
Both the State Board of Tax Commissioners and the State Board of Accounts
are available to render opinions and recommendations on the fine points
of county road budgets and their administration; addresses for these two
agencies are as follows:
State Board of Accounts
State Office Building - Room 912
Indianapolis, Indiana 46204

State Board of Tax Commissioners
State Office Building - Room 201
Indianapolis, Indiana 46204
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APPENDIX A The information that follows on Additional Appropriations, Transfers and
related matters has been reproduced from "Chapter 8 - Budget and Appropriations" of the COUNTY AUDITORS MANUAL issued by the State Board of Accounts.
These instructions will provide useful guidance in dealing with Additional
Appropriations and Transfers for the County Highway Department.

SECTION R - ADDITIONAL APPROPRIATIONS AND TRANSFERS

If it is desired that more money be appropriated for a particular
year than provided in the budget, as finally determined, the provisions
of IC 6- 1.1-18-5 must be observed . Notice of the meeting of the county
council at which the proposed additional appropriations will be considered
shall be given in the manner prescribed in IC 6-1.1-17-4 at least ten (10)
days before the date fixed for the meeting .
A sample notice to taxpayers of additional appropriations is shown
on the following page. All proposed appropriations should be listed in
the notice showing the name of each fund from which appropriations are to
be made, the name of the office or department, the name of the appropriation account, the amount and the total appropriations requested for each
fund, if two or more items are listed under any fund. Do not include the
appropriation account numbers, since the account numbers are required only
for accounting purposes.
The county council may authorize additional appropriations at a
regular or special meeting of the council by an ordinance passed by at
least a two-thirds (2/3) vote of all the members of the council and not
otherwise.
(IC 17-1-24-20)
The county auditor shall certify a copy of the ordinance for additional appropriations and proofs of publication from each newspaper and
proof of posting, if posted, to the Stat, ~oard of Tax Commissioners, which
board is required to hold a hearing thereon and approve the appropriations
before they are final.
(See Section T of this Chapter)
The county council may approve the transfer of money from one major
budget classification to another within a department or office, if the transfer does not require the expenditure of more money than the total amount
set out in the budget as finally determined and if the transfer is approved
at a regular public meeting and by proper ordinance. The transfer may be
made without notice and without the approval of the State Board of Tax Commissioners. However, the county auditor shall report the transfer to the
State Board of Tax Commissioners.
(IC 6-1.1-18-6)

10-48

NOTICE TO TAXPAYERS OF ADDITIONAL APPROPRIATIONS
Notice is hereby given the taxpayers of Parke County, Indiana, that the
County Council of said County will meet at the Court House, Rockville,
Indiana, at 10:00 o'clock A.M., on 17th day of August, 1975, to consider
the following additional appropriations in excess of the budget for the
current year.
Amount
County General Fund:
County Auditor - Contractual Services
County Recorder - Supplies
County Assessor - Personal Services
Circuit Court - Properties
Total County General Fund
* Less Reductions
Net Additional Appropriations County General Fund
Cumulative Bridge Fund:
Billie Creek Bridge
County Highway Fund:
Administration - Personal Services
Repairs and Maintenance - Materials
Total County Highway Fund
Total - All Funds

1,200
1,850
900
5,000
8,950
400

15,000
1,000
2,430
3,430
26,980

Taxpayers appearing at such meeting shall have a right to be heard thereon.
The additional appropriations as finally made will be referred to the State
Board of Tax Commissioners, which board, upon receipt, will hold a further
hearing within fifteen days at the County Auditor's office of said CountYt
or at such other place as may be designated. At such hearing taxpayers objecting to any of such additional appropriations may be heard. Interested
taxpayers may inquire of the County Auditor when and where such hearing
will be held.

(County Auditor)

* NOTE:

It is not required by statute that appropriations to be reduced be
specifically named in the published notice . It is essential, however,
that they be included in the ordinance or resolution of appropriations
adopted by the appropriating body.
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(

Since an ordinance for additional appropriations is required to
be certified to the State Board of Tax Commissioners for a hearing thereon
and action by that board, while transfers from one major budget classification to another within a department or office do not require a hearing
and action by the State Board of Tax Commissioners, it is recommended that
two separate ordinances be adopted, one for "additional appropriations"
and the other for "transfers," to facilitate handling by the State Board
of Tax Commissioners.
By the provlsl0ns of IC 6-1 . 1-18-7, insurance recoveries resulting
from damage to property of the county may be appropriated by the council
without notice to taxpayers and without action thereon by the State Board
of Tax Commissioners, if the funds are appropriated for the purpose of
repairing or replacing the damaged property; however, under this section,
the funds must be expended to repair or replace the property within the
twelve (12) month period after receipt . When appropriated by the council
the amount should be added to the appropriation account to which the expense of repairing or replacing the damaged property will be charged.
SECTION S - TRANSCRIPTS OF APPROPRIATIONS FROM OTHER GOVERNMENTAL UNITS
Other governmental units within the county are required to submit
certified copies, in duplicate, of ordinances or resolutions for additional
appropriations, together with copies of the proofs of publication and posting to the county auditor . Upon receipt, one copy of the documents is to
be certified by the county auditor to the State Board of Tax Commissioners
and one copy retained in the files of the county auditor.
The State Board of Tax Commissioners will then hold a hearing
thereon, as discussed in Section T of this Chapter.
SECTION T - HEARING AND ACTION BY STATE BOARD OF TAX COMMISSIONERS
When the State Board of Tax Commissioners receives a certified
copy of a proposal for additional appropriations, the board shall set a
time and place for a hearing on the proposal. The hearing shall be held
in the political subdivision, or in the county where the political subdivision is located, not less than five (5) nor more than fifteen (15)
days after the board receives the proposal. The State Board of Tax Commissioners shall mail a notice of the time and place of the hearing to
the executive officer of the political subdivision at least five (5) days
before the date fixed for the hearing.
The State Board of Tax Commissioners may affirm or decrease the
amount of the additional appropriation proposed by the political subdivision. However, the board shall limit the amount of the additional appropriation to revenues available, or to be made available, which are in
addition to and in excess of those revenues anticipated in the political
subdivision's original budget.
(IC 6-1.1-18-5)
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SECTION U - APPROPRIATIONS - WHEN NOT REQUIRED

In some instances statutory authority is given the county auditor
to make disbursements without an appropriation having been previously made
for the specific purpose. Examples are as follows:
Premium on official bonds.
Tax refunds.

(IC 5-4-5-3)

(IC 17-1-24-21)

Any money belonging to the state, school fund, or any
fund of any township, town or city and commanded by
law to be paid to such municipality.
(IC 17-1-24-21)
Any money due a taxpayer which has been paid on a
public improvement such as ditches and drains.
(IC
17-1-24-21)
Redemption of property sold at tax sale.
Special Judges.

(IC 17-1-24-21)

(IC 34-1-13-4)

Per Diem and mileage for conferences called by State
Board of Accounts.
(IC 5-11-14-1)
Examination of records.

(IC 5-11-4-4)

Line fence assessments.

(IC 32-10-9-4)

Federal Grants, if advanced and not received as a
reimbursement of expenditures. (IC 25-22-1)
Advances to conservancy districts on order of court.
(IC 19-3-2-74)
Surplus Tax.

(IC 6-1.1-26-6)

Refund of money erroneously received.
Correction of errors in posting .

(IC 6-1.1-18-9)

(IC 6-1.1-18-9)

Investment of funds.
Repayment of temporary loans.
There may be other laws under which funds may be disbursed without appropriation; however, appropriations are required before disbursements may be made from any fund subject to the Budget Laws unless specific
authority to disburse wit.hout appropriation is provided by law.
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Although the statutes cited authorize disbursements to be made
without appropriations, where apy such expenses are payable from a fund
supported by property taxes, the estimated expense of each item should
be included in the budget in order to raise the necessary funds to meet
such expense.
Warrants written without an appropriation should be posted on
Form 24A, Ledger of Appropriations, Encumbrances, Disbursements and Balances, if the purpose for which the warrant was issued appears on the
budget estimate forms. Other warrants written without an appropriation
will be classified as "Non-Budgeted Expenditures" and posted in the manner
prescribed on pages 5-9 and 5-10.
SECTION V - APPROPRIATIONS CARRIED FORWARD

Appropriations may be carried forward to the following year if
any of the following conditions exist:
1.

A lawful contract has been entered into with a
vendor or contractor on or before December 31 and
all or .a part of the contract has not been paid.

2.

A purchase order has been issued on or before
December 31, entered as an encumbrance against
an existing appropriation, and is unpaid as of
December 31 .

3.

Proceeds of a bond issue have been duly appropriated and remain unexpended as of December 31.

4.

Appropriations which are obligated by a contract
or agreement executed on or before December 31,
between the county and any federal or state agency,
such as a criminal justice planning grant, local
road and street project, or federal grant requiring local matching funds.

Only the amount required to meet the balance due on a contract or
purchase order may be carried forward; the amount remaining in the appropriation account shall revert to fund from which appropriated.

B6S2
County Road Management: Guidelines
for Boards of County Commissioners
(Section 10 - County Roa d Budgets)

\

